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gection 1

e INTRODUCTION

\/)The purpose of this research project was to use the
concepts, techniques and research findings from the field of
Human Resource Accounting (HRA) to build a microcomputer based
system for calculating replacement costs for key civilian

positions in the Navy.

HRA can be defined as the measurement and reporting of the
economic cost and value of people as organizational resources.
It involves accounting for investments in people, their
replacement cost and for their economic value to organizations.
This study focused on the aspect of HRA dealing with replacement
cost and involved developing a computer based method to calculate
the recruitment, selection, development (training) and separation
costs associated with positional replacement cost. Replacement
cost 1s defined as the sacrifice that would have to be incurred

at the present time to replace human resources currently

employed. ({

This study had the following specific objectives:

1. To develop a manual for collecting replacement cost
information for a "generic" civilian Navy position.

2. To develop a microcomputer based system for calculating
human resource replacement cost.

3. To test the microcomputer system by entering data and
calculating the replacement cost for a specific position.

4. To discuss possible uses of the replacement cost

measurement system in civilian Navy personnel planning and
human resource policy development,




The research site
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for this study was
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The position chosen to test

the
& of

replacement cost software was a GS-11 Industrial Engineer,

the Industrial Engineering Division at Seal Beach.
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Section 2

Conceptual Framework and Research Methodology

Recently, there has been a growing appreciation of the
critical role of "human capital," the skills, experience and
knowledge possessed by people, in economic activity and
organizational performance. Economists attempting to explain
differential rates of economic growth and productivity have
recognized that the failure to explicitly take human capital into
account can be misleading. Similarly organizational theorists
have increasingly perceived the need to explicitly recognize

human resources as something different than "mere labor."”

The role of human capital or human resources is increasingiy

o important today as we enter the post-industrial age. The western
world in general and the U.S. in particular have previously made

a transition from an agricultural to an industrial economy, and

.‘ are now evolving to a human capital economy in which human
services, information and highly developed skills are the

characteristic ingredients of organizational activity.

The skills, experience and knowledge required by people to
manage and operate today's organizations, in either the public or
private sectors, in civilian or military organizations, are
increasingly costly to acquire, develop and maintain. Thus

organizations:

L 4

1]

P

1. Must make substantial investments in acquiring and
v developing human capital;

L

2. must learn more productive ways to utilize this
expensive human capital;
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3. must learn how to motivate people to remain in their
organizations in order to avoid incurring: costly human
replacement costs resulting from undesired turnover.

NEED FOR HUMAN RESOURCE ACCOUNTING

Despite the growing recognition of the importance of human
capital and its cost, most organizations do not have very much
information about the cost or value of human resources. This
informational gap is a result of a lag in making the transition
to the human capital age. For in a society in which 1labor is
relatively expensive to recruit, hire, and train, and is easily
replaceable from a readily available pool of workers, there is

little need for information about human resource costs or value.

Today the demands of increasingly complex technologies
require, in turn, individuals with greater skills which are not
always readily available or easily replaceable. They also
require "teams" of people to manage complex technological
systems, such as weapons systems in the Navy or industrial plants

in the private sector.

Given the increasing importance of human capital,

information about the cost and value of people is needed to

facilitate informed, rational decisions in all aspects of human
resource management, including acquisition, development,
allocation, utilization, compensation and conservation of people
as organizational resources. A growing awareness of these
informational needs has led to the development of a field that

has come to be termed "Human Resource Accounting," or HRA.
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v NATURE AND DEFINITION OF HRA

Human Resource Accounting may be defined as the measurement
and reporting of the economic cost and value of people as
j & organizational resources. It involves accounting for investments

in people, their replacement cost and economic value.

¥ The theory of HRA consists of two related parts: 1) a
paradigm or conceptual framework for thinking about the
management of people based upon a "human resources" or "human

're capital" view of people and the use of measurements of human
resource costs and value, and 2) a theory of measurement as well
as a related set of measurement concepts and models for measuring

¢ human resource cost and value. The two aspects of HRA theory are

shown in Figure 1.

| @ FIGURE 1. The Two Parts of HRA Theory
4 '% HRA
THEORY

- | [ - l
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The HRA Paradigm

The HRA paradigm 1is a conceptual framework or way of
thinking about management on the notion that people should be
viewed as "resources" rather than "expenses." This is clearly
related to economists' notion of human capital. The central idea
is that when people are managed as resources rather than as
expenses, their value to an organization will be enhanced. This,
in turn is hypothesized to lead to increased productivity of

organizations.

PEOPLE AS RESOURCES OR ASSETS

The view of people as organizational resources implies that
they are capable of providing current and future services which
have economic value to an organization. This view of people is
in contrast to viewing them as "expenses." An expense, by
definition is something whose value has been used up or depleted
in the current period. The view that people are resources or
assets is intended to have positive connotations. Although some
have suggested it is exploitive to view people as assets, others
taking the positive view argue that it is exploitive not to view
people as resources. People have economic value to organizations
which can extend beyond one accounting period, and by taking this
perspective, organizational leaders are able to have an

enlightened philosophy of human resource management.

Viewing employees in terms of resources with future economic

benefits 1is hypothesized to make a difference in managerial

style, The argument is that the view of people as resources




i <
g
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Eﬁ rather than as expenses will lead ultimately to a different way
T ¢ of thinking about the management of people.
-
" ROLE OF HRA MEASUREMENT
‘Q The second aspect of HRA theory is a theory of measurement
g? dealing with the role of the measurement process in human
::;‘ resource management as well as a set of models for measuring
.. human resource cost and value. HRA is intended to facilitate two
E different measurement functions. First, it is intended to
‘siﬁ provide measurements of human resource cost and value for use in
‘% decisions. This is termed the "information function" of
measurement. Second, the act of measurement itself is intended
' to influence various aspects of the human resource management
3 process. This 1is termed the "process function" of measurement.
iS In brief, HRA functions as an information system for personnel
i:: ® management, as summarized in Table 1.
kﬁ
Ei HRA AS AN INFORMATION SYSTEM
JQQ As shown in Table 1, human resource accounting serves as a
$* system for providing measurements (information) about the cost
Eiz and value of people to an organization. From a managerial
‘qub perspective, human resource accounting is thus intended to help
& decision makers base decisions on a cost-value calculus, that is,
: on an assessment of the costs and values involved in a decision.
5
:E Measurements of the cost and value of human resources are
:E needed: 1) to facilitate personnel planning and decision making,
.
s
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"TABLE 1

Role of Human Resource Accounting in Personnel Management

tion to budget acquisi-
tion: historical and
standard costs.

; Personnel
@ . M ment Role of HRA Measures
Functions Cost Measures Value Measures
Acquisition 1. Provides cost informa- 1. Provides criterion

(value) for selection
decisions.

2. Provides measurements
of value for decisions.

Development 1. Provides information 1. Provides method of
a about cost of develop- calculating return on
k ® ment programs for bud- investments in human
. getary planning and capital.
facilitates acquisition-
development trade-off
Yy decisions.
5 P Allocation 1. Provides information 1. Permits human resource
about human resource variables to be expressed
. costs for investment in monetary terms and
. and allocation decisions. facilitates quantitative
. analysis.
4
* "y Conservation 1. Provides cost of turn- 1. Provides measures of
. over for use in turn- imputed value lost at-
. over control programs. tributable to expected
j tumover for use in con-
i servation programs.
X ® Evaluation & 1. Provides measures to 1. Provides monetary and
Reward permit analysis of com- nonmonetary measures
X pensation in relation to of value as basis for
[ replacement cost. value-based compensa-
" tion.
.
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and 2) to enable top management to evaluate the effectiveness

with which human resources have been developed, conserved and
utilized by lower levels of management (especially in large
decentralized companies). More specifically, management needs
measurements of the cost and value of human resources in all
phases of the human resource management process: acquisition,
development, allocation, conservation, evaluation and reward of
human resources. The role of HRA measurements in each of these

aspects of human resource management is described below:

Acquisition of Human Resources

The acquisition of human resources invelves recruiting,
selecting and hiring people to meet the organization's present
and expected future personnel needs. The first step in human
resource acquisition 1is to forecast personnel requirements.
After these regquirements have been forecast, management must
translate its personnel needs into a "personnel acquisition

budget." This is essentially a process of cost estimation.

Human resource accounting can be useful in budgeting
personnel acqguisition. It can provide measurements of the

standard costs of recruiting, selecting and hiring people, which

can be used to prepare proposed personnel acquisition budgets.

Personnel selection 1is another process in which human

resource accounting can play a role. In making selection

decisions, managers need measurements of the economic value of
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alternative job candidates. A personnel manager, for example,
faced with a choice among several attractive candidates for a
job, would ideally, choose the person possessing the greatest
future value to the organization. However, measurements of the
expected value of people are not presently available, except in
terms of non-monetary surrogates such as scores on tests of
"managerial potential.” If monetary measures of the expected
value of people were available, managers could use decision rules
for employee selection designed to optimize the expected value of
an organization's human resources. Thus, HRA may serve both as a
criterion for selection decisions and as a method of providing

measurements of the criterion.

Acquisition and Development Policy

Human resource accounting can help management assess the
trade-offs between the cost of recruitment from outside as
opposed to development from within by providing current costs to
acquire and develop people for various positions. Thus, it
provides the economic information management needs to assist in
formulating personnel acquisition and development policy. HRA

can also be used to calculate the anticipated return on

investments in training and development.

L et AN

o

e

g Allocation and Utilization of Human Resources

-

I The allocation and utilization of human resources is the
e

a process of assigning various organizational roles and tasks.
'

. There are several, sometimes conflicting, objectives involved in
A allocation decisions. First, the task to be performed should be
P

b
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completed in the most efficient way. This may mean that
management will allocate the "most qualified" person to a
particular job. In addition, however, an organization's human
resources must be developed, and management may wish to provide
people with the opportunity to develop their skills through on-
the-job training. This suggests that the "most gqualified"
(experienced) persons may not be assigned to a task. Third
management wants to allocate people to jobs which satisfy their
needs. Ideally management allocates people to jobs in a way that
will optimize these three variables: job productivity, human

resource development and individual satisfaction.

Human resource accounting can quantify the variable involved
in the allocation decision and express them in the common
denominator of monetary units. This will help management
understand the trade-offs involved in allocation decisions, and
permit selection of the optimal course of action. Linear
programming could be used to determine optimal solutions for such

personnel allocation problems.

Human/physical capital substitution decisions can also be

analyzed. HRA makes it possible to measure the expected dollar
outflows and inflows necessary to make such decisions.

Conservation of Human Resources
Conservation of human resources is the process of

maintaining the capabilities of people as individuals and the

10
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effectiveness of the human system developed by an organization.

@ Failure to measure the extent to which human resources are being
conserved in a plant, division or department can be costly to an
organization. In the short run, for example, a divisional

". manager may put pressure on people to temporarily increase their

productivity or reduce costs, with the effects upon employee

motivation and attitudes going unmeasured. As a result, highly
: 0 trained and skilled employees can become dissatisfied and leave
an organization. The cost of replacing them is often

substantial.

j ®

An organization must account for its human assets in order
. to prevent their depletion. Managers should be held accountable
9 ° for conservation of the human resources allocated to them.
Currently. conservation of human resources is measured in terms
of turnover rates. Measures of turnover, however, are
". inadequate indicators of human resource conservation for two
reasons. First, they are historical, and therefore, unavailable
to management until after turnover has occurred. Thus they
. cannot be used as an early-warning signal to suggest the needs
: for special efforts at conservation. Second, turnover rates do
not fully represent the economic impact of turnover, which

monetary measures more realistically demonstrate.

Evaluation and Reward of Human Resources

Human resource evaluation is the process of assessing the

; value of people to an organization. It involves measuring the

| productivity (performance) and promotability of people.

Eﬁv 11
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4 At present, human resources are typically evaluated by non-
monetary methods. These methods, however, cannot be used in most
of the human resource acquisition, development, allocation and

@ conservation problems and decisions cited above; monetary methods

of human resource evaluation are needed instead.

9 Human resource accounting can be useful in the human
resource evaluation process by developing valid and reliable
methods of measuring the value of people toc an organization.

‘~§ These methods would allow managers to make human resource

decisions on a cost-value basis.

-O Human resource valuation also will have an impact on the
administration of human resource reward systems. These systems
are intended to motivate and reinforce the optimal performance of

% people in achieving organizational objectives. "“Rewards" include
compensation and promotion as well as symbolic rewards. Human
resource valuation permits organizational rewards to be

L=} administered in relationship to a person's value to an
organization. The replacement cost or the value of people to the

firm can be used as factors in organizational compensation

k]
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.

_".

)

A RESEARCH METHODOLOGY
)

e

re
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software package designed to gather positional replacement cost
information and to calculate replacement cost. The following

steps were involved in the project.

1. Meetings were held at the Seal Beach Naval Weapons
Station with the Industrial Engineering Division and with
representatives of the Civilian Personnel area 1in order to
determine the scope of the project and to establish contacts for
the development of replacement cost methods and in the gathering
of replacement cost data for the target position, the GS-11

Industrial Engineer.

2. An instructions manual (Appendix A) for gathering
replacement cost data was developed. This package of forms and
graphs 1is to be used in collecting information on the costs
related to the recruitment, selection, development (training) and
separation (termination) of an employee. Information gathered

using this package is input into the computer.

3. The manual for gathering replacement cost data was used
to collect replacement cost information on the GS-11 Industrial
Engineer. A summary of the replacement cost data for the GS-11
Industrial Engineer at the Seal Beach Naval Weapons Station is

provided in Appendix B.

4. Software was written (in dBASE III) so that the
replacement cost data could be input intc an IBM PC or PC

compatible computer and replacement cost could be calculated.

13
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This software package is described in detail in Section 3
0 (OUTPUTS AND FINDINGS). The following is a skeletal outline of

functions performed by the software:

A. Relevant position descriptions are defined.
¢ B. Career ladders to target position(s) are established

C. Explicit separation, recruitment, selection and
development cost data is entered.

‘ D. Opportunity costs relating to separation and development
are entered.

E. The option to change or delete data is provided.

F. The components of replacement cost and a replacement
- cost summary is printed.

»
5. The software was tested on the target position (GS-11
Industrial Engineer) and was a second version of the program
L developed.
6. A user's manual for the replacement cost software
° package was written. This manual is provided in Section 3 of
this report.
- 7. The software package and sample output tor the GS-11

Industrial Engineer was presented to the "Turnover Committee”" at

Seal Beach.
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Section 3
OUTPUTS AND PINDINGS

The specific outputs of this study included in this report

are:

1. Instructions for wusing the cost collection package
(Appendix A). This package of forms and graphs is used in
collection cost information relating to recruitment, selection,
development (training), and separation (termination) and provides

the raw data input for the computer program. J

2. A summary of the replacement cost data for the GS-11
Industrial Engineer (Appendix B) gathered using the replacement

cost collection package mentioned above.

3. The replacement cost software written in dBASE 1III.
Hard copy of the data structures and program code for this
program are provided in Appendix C. Disk copy of this program

has also been provided to the U.S. Office of Naval Research.

4. Instructions (User's Manual) for the replacement cost

software package follow. Note that the GS-11 Industrial Engineer

is used as the sample position and output provides the findings
for the replacement cost of this position at Seal Beach. Notice,
however, that the package provides for the calculation of
replacement cost information for multiple target positions on the

same data disk.
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INSTRUCTIONS FOR USING THE REPLACEMENT COST SOFTWARE PACKAGE

INTRODUCTION
This package will help you calculate the replacement cost of
your human resources. More specifically, it will enable you to
to determine costs related to recruitment, selection, development

(training) and separation (termination) of employees. As you

begin to use this package for data entry and analysis, you will
find it helpful to manually "precollect" the information which you
will need. Sample, forms and instructions are provided to you in

the "Cost Data Collection Package”.

DEFINITIONS
Certain terms used in the Replacement Cost Software Package
may be unfamiliar to you. These terms are defined below.

1. Target position. The position for which replacement cost

will be calculated. It can be any position within your
organization. However, the calculation of replacement cost may be
particularly important for positions which experience high
turnover.

2. Career ladders. All of the positions which a person

normally occupies on the way to and including the target position,
beginning with entry into the organization. (For further
discussion, see the "Cost Data Collection Package".)

3. Replacement cost. The sacrifice that would have to be

incurred today to replace human resources presently employed.

16
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4. Explicit replacement cost. Elements of replacement cost

for which specific economic outlays are made. These costs can be
directly established through entering and analyzing the
information obtained by using the forms in the "Cost Data
Collection Package".

5. Opportunity replacement cost. Elements of replacement

cost which are related to productivity lost, such as the losses
incurred during the training or the pre-separation period. These
costs are estimated from the productivity curves obtained on the
graphs included in the "Cost Data Collection Package."

6. Separation costs. The costs incurred as a result of a
position holder leaving the organization. These include
productivity losses incurred during the pre-separation period as
well as formal procedures used in the termination process.

7. Recruitment costs. The costs incurred to identify

possible sources of human resources, including both inside and
outside of the organization. These costs are also incurred to
attract possible future members of an organization.

8. Selection costs. The costs incurred to determine who
should and who should not be offered employment. These include
all costs incurred in selecting people for membership in an
organization.

9. Development costs. The costs incurred in training
individuals so as to bring them up to a level of productivity

normally expected at a given position.

17
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GENERAL INSTRUCTIONS

1. The package is relatively simple to use and requires no
previous programming experience.

2. As you begin to use this package, please keep in mind that the
more information which you provide, the more accurate the
calculated replacement cost will be. The program will only
calculate; you must enter the data it will use for these
calculations.

3. Examples are provided throughout these instructions to aid you

in using the package.

LOADING THE PROGRAM

1. Be sure that the HRA program disk is backed up.

2. Boot the system with the modified version of DOS 2.0 (or
higher). The modified version (containing a config.sys file)
allows dBASE to keep many files open at the same time. See
the dBASE Manual for details.

3. Copy the config.DB file found on the HRA program disk to the
dBASE III system disk (system disk #2 for version 1.1 of
dBASE III).

4. Insert the ABASE IIl system disk in drive A and the HRA disk

. in drive B.

Ef 5. Type "dbase menu" and hit <Return>.

e *
Lo ‘
") .
o |
=

[ S "-bT

!
-
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- 6. The following menu will be displayed on the screen.
d ¢
N REPLACENENT COST MEJ
o
y
>
[~ 1. Work with position descriptions
: 2. Establish career ladders for target positions
- 3. Enter explicit replacement cost information
o 4. Enter opportunity replacement cost information
. 5. Change or delete existing cost data
. 6. Print separation cost data
1. Print recruitment cost data
- 8. Print selection cost data
: 9. Print development cost data
- 0. Print replacement cost summary
% CRETURN>=Exit
R ENTER ONE OF THE ABOVE
-
A
4 7. You are ready to begin entering, revising, or retrieving data
F'
;: by entering the number corresponding to the function you wish
o
P to perform.
i 8. Unless your printer can print 132 columns, you will need to
3 condense the print size in order to print the information
\
o which this program will calculate. If necessary, exit the
ﬁ Replacement Cost Menu and refer to your printer's manual for
‘; instructions.
>
. 9. 1In order to return to the Replacement Cost Menu from the
dBASE III dot prompt ("."), type "do menu" and hit <Return>.
g
'8
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DESCRIPTION OF AND INSTRUCTIONS FOR THE 10 FUNCTIONS

Function 1: Work with position descriptions

This function lets you enter the names of the positions in the

career ladder(s) of concern or review positions previously
entered. It also lets you enter the benefit loading factor. The
benefit loading factor is the percentage of total labor costs
represented by benefits.

1. When the screen displays the REPLACEMENT COST MENU and you

type "1", the following will appear on the screen:

Record No. 1 Position.

[

* CURSOR (== ==> ® UP  DOWN * DELETE * Insert Mode: !ns *

* Char: * Record: * Char: Del ™ Exit: “End *

: Field: Home End “ Page: Pgp PgDn ™ Field: Y ™ Abort: Ese ™
Pan: . * Record: U ™ Set Options: “Home *

U

PNUMBER POSITION
0! GS-7 Industrial Engineer
02 65-9 Industrial Engineer
03 GS-11 Industrial Engineer

2., The top portion of this screen is to help you move the cursor
around the document in order to review or revise information

which appears here. Please refer to the dBASE III manual for

i~

instructions on how to use this "browse help menu".
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The portion of the screen below the solid line identifies all
positions which have previously been entered as part of a
career ladder. Each of the variables displayed here is
explained below.

a. PNUMBER. An identification number for a position. In
this example, "01" identifies the position labeled "GS-7
Industrial Engineer", "02" identifies the "GS-9 Industrial
Engineer”, and "03" identifies the "GS-11 Industrial
Engineer".

b. POSITION. The name of the position. For example,
position "01" is called "GS~-7 Industrial Engineer."

Options of this function

a. To revise information:

1) Move the cursor to the field which you wish to revise
by hitting <Return> or by using the “Cursor Up" or

b. To delete a position:

1) Move the cursor to the line of information you wish
to delete.

2) Press the "Control" and the "U" key similtaneously.
"*DEL*" will appear at the top of the screen.

3) Exit the function as you normally would and the record
will be deleted.

¢c. To add new positions:
1) Move the cursor down and "Add new records? (Y/N)" will

appear at the top of the screen.

21
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c
2) Type "Y". The cursor will move one line below the
‘I: the existing information and you may begin entering the
v new information. If you had typed "N"” in response to
the prompt, the cursor would have returned to the last
line of information displayed on the screen which, in
v this case, is that pertaining to the "03" position.
3) Bach position entered in this step must be assigned
a different PNUMBER which distinguishes it from all
v other positions. The PNUMBER must be entered as a two
digit number. For example, "4" would be entered as
ltO‘ll.
] ¢ 4) The example below shows that we have added "GS-12
Supervisory Engineer" to the list of positions. It is
designated by the PNUMBER "04".
i
Record No. 1 Position
é
® CURSOR  ¢-- =-> ¥ UP DOWN *  DELETE ™ Insert Mode: I[ns *
v Char: ¥ Record: * Char: Del ™ Exit: “End *
» * Field: Home End “ Page: Pglp PgOn ™ Field: Y ™ Abort: Esc *
.‘ Pan: . * Record: “U ™ Set Options: “Home “
u
PNUMBER POSETION
01 6S-7 Industrial Engineer
02 GS-9 Industrial Engineer
o 03 GS-11 Industrial Enginesr
04 68-12 Supervisory Engineer
‘o
.4 d. To enter/change the loading factor.
M) g 203ding factor,.
j 1) After the new position information has been entered,
S
F" press the "Control” key and the "End" key
£
rj:f similtaneously and the following will appear on the
i
E::: on the screen.
A A
»
L'\-j Enter loading for employee benefits 0.0
\..I
3 22
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Enter the loading factor by typing in the appropriate
numbers. In this case, we enter "30.0" as shown on the
next page. If a loading factor has previously been
entered for the positions in question, it will appear
here. You can change an existing locading factor by
simply typing over it. (Make sure to enter all digits
or the correct number will not be registered. For
example, if we had entered only the “3" in the tens
position, the number registered would have been "3.0",

not "30.0".)

Enter loading for employee benefits 30.0

To print the list of positions:

-----

*\Lh\.'ﬁn x}g..\.'n 5

After you have entered the loading factor, "Print list
of positions (Y/N)?" appears on the screen.

If you enter "Y", the printer will print the following:

List of positions as of 06/12/85

No. Position Description Loading
01 GS~7 Industrial Engineer 30.0
02 GS-9 Industrial Engineer 30.0
03 GS~11 Industrial Engineer 30.0
04 GS-12 Supervisory Engineer 30.0

As you begin to work with the other functions contained
in this package, this printed list will serve as a
convenient reference for identification of the
positions of interest to you.

If you enter "N", you will immediately return to the

main menu.

23
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Punction 2: Establish career ladders for target positions

This function allows you to define the career ladder for a

particular target position.

1. When the screen displays the REPLACEMENT COST MENU and you

type "2", the following will appear on the screen:

Establish career ladders
01 GS-7 Industrial Engineer
02 G5-9 Industrial Engineer

03 GS-11 Industrial Engineer
04 GS-12 Supervisory Engineer

¥ork with which target position?
Enter a number listed above
Hit <RETURN> to exit

This lists all of the positions that have been entered in
Function 1. As you can see in the example, there are four
positions available to work with since we entered the GS-12
Supervisory Engineer in Function 1 and the GS-7, GS-9, and
GS-11 Industrial Engineer positions had been entered

previously.

24
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You are now asked for which position you wish to establish a
career ladder. You may enter "01", "02", "03" or "O04". 1If
you fail to enter the "0" in these numbers, you will remain on
this menu. In this example, we assume that we are interested
in establishing a career ladder for the GS-12 position. So,
we will enter "04". If we decide that we do not want to work
with any position, we can hit <Return> and return to the main
menu.

If we enter "04", the following appears on the screen:

Establishing career ladder for: GS-12 Supervisory Engineer

Want to proceed (Y/N)?

a. If we respond by entering "N", we will return to the
previous menu.

b. If we respond by entering "Y", the following appears:

Record No. 2 Target

é

* CURSOR (== -=> ¥ UP DOWN ™  DELETE ™ Insert Mode: Ins *
v Char: v Record: ™ Char: DOel ™ Exit: “End *

* Field: Home End * Page: PgUp PgDn ™ Field: Y * Abort: Esc *
v Pan: ) ™ Record: U ™ Set Options: “Home *

u
POS1 POS2 POS3 POS4 POSS POSS POST POS8 POSY

This template will be used for entering the position
numbers (POS_) of the positions that make up the career
ladder of the GS-12 Supervisory Engineer. If we had
previously established a career ladder for this position,
position numbers would appear in the blanks located under

"POS1", "POS2", etc. POS1 is the first or entry level

25




position of the career ladder.
etc. The last position number to
the target position which in this
Supervisory Engineer.

4. To establish the career ladder, enter

positions which comprise this ladder.

POS2 is the next position,

be entered is that of

case is the GS-12

the PNUMBERs of the

These PNUMBERs were

assigned in Function 1 so you should refer to the list of
positions which you printed in the last step of this Function.
Assume that, in this example, the positions which comprise the
career ladder of the GS-12 Supervisory Engineer are the GS-9
Industrial Engineer (entry level position), the GS-11
Industrial Engineer, and the GS-12 Supervisory Engineer. The
PNUMBERSs to be entered, then, are "02", "03", and "04".

Entering these numbers, the screen displays the following:

Record No. 2 Target

€

* CURSOR (== ==> * UP DOWN ™  DELETE ™ Insert Mode: Ins *
v Char: * Record: v Char: QOel ™ Exft: “End *

* Field: Home End v Page: PgUp PgDn ™ Field: °Y ™ Abort: Esc *
* Pan: e * Record: U Set Options: “Home “

U
POS1 POS2 POS3 POSA POSS POS6 POST POSB POSY
02 03 04

N
<
A

5. Options of this Function:

l'-‘

a. To revise information:

v w.w v T
L IR

f“t.l.

1) Move the cursor to the field which you wish to revise

and type over the existing information.
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A, A

®
\
bl b. To delete a career ladder:
3 1) Move the cursor to the line of information you wish to
4
delete.
f 2) Press the "Control" and the "U" keys similtaneously.
5 "spDEL*" will appear at the top of the screen.
"
' 3) Exit the function as you normally would and the record
J
\ will be deleted.
& c. To exit the function:
9
1) Press the "Control" and "End" keys similtaneously and
! you will return to the screen which asks which position
3 ) you wish to work with. You can then select another
v
e position to establish a career ladder for or return
% to the main menu by hitting <Return>.
-
v
®
(A
y
)
&
.‘ N
\
.
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Function 3: Enter the explicit replacement cost information

This function lets you enter separation, recruitment,

i selection, and development cost information related to the
positions within the career ladder(s) of interest. To accomplish
‘f _ this task most efficiently., you should begin by manually
. . collecting this information using the "Cost Data Collection
: Package”. Under this step, you will only enter the information
which appears on the forms. This information can be directly
. ¢ linked to a specific person performing a specific act for specific
amount of time. Loss of productivity related to activities is
1 ignored here and will be dealt with in Function 4.
v 1. When the screen displays the REPLACEMENT COST MENU and you
type "3", the following will appear on the screen:
) ®
Enter explicit replacement cost information
01 6G5-7 Industrial Engineer
02 GS-9 Industrial Engineer
03 GS-11 Industrial Engineer
® 04 GS-12 Supervisory Engineer
|
<

Work with which position?
Enter a number listed above
Hit <RETURN> to exit




TR TR e eyt

S This lists all of the positions that have been entered in

Function 1. As you can see in the example, there are four

positions available to work with since we entered the GS-12
Supervisory Engineer in Function 1 and the GS-7, GS-9, and
- GS-11 positions had been entered previously.
»‘ 2. You are now asked which position you wish to work with. You
: may enter "O01", "02", "03", or "04". 1In this example, we will
work with the GS-12 position. We will enter “04". If we
v decide that we do not want to work with any position, we can
hit <Return> and return to the main menu.
X 3. If we enter "04", the following appears on the screen:
&
g EXPLICIT COST RELATED TO: 65-12 Supervisory Engineer
| 1 Separation costs
. 2 Recruitment costs
v 3 Selection costs
;5, ¢ Development costs
|
v
¢!
J
4
b
r! - Cost element? |
= Enter a number listed above |
% Hit <RETURN> to exit |
'd . m
'!I
o
A 29
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This menu asks on which element of replacement cost we wish to
enter data. Note that in our example of the GS-12 Supervisory
Engineer, recruitment and selection cost information would be
entered for the GS-9 ("02") position since this is the entry
level position of the GS-12 career ladder. We would enter
enter development cost information for all positions ("02",

"03", "04") in the career ladder. We would only enter
separation cost information for the GS-12 Supervisory Engineer
("04") position.

In fact, this program only calculates recruitment and
selection costs for the entry level position and separation
costs for the target position. If, for example, you entered
selection costs for the GS-11 ("03") position, this
information would not be used in the calculation of the
replacement cost for the GS-12 Supervisory Engineer since the
inclusion of these costs is inconsistent with the career
ladder you established in Function 2.

Another feature of this program which you should be aware of
is that, should you use the same PNUMBER to identify a
position which is included in two career ladders, you will
need to review the existing cost information for its accuracy
in relation to the career ladder of interest. For example,
the development costs for a GS-9 may be higher when this
position is entry level than when it is P0OS2 or POS3, due to a

higher investment in "orientation" for entry level positions.

If it is the case that the GS-9 position is an entry level
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position in one career ladder and POS2 in another, then you
may want to assign one PNUMBER to the entry level GS-9
position and another PNUMBER to the P0S2 GS-9 position so as
to avoid confusion or miscalculation of replacement costs.

5. In this case, we enter "1" indicating that we are interested
in entering cost information pertaining to the separation of
the GS-12 Supervisory Engineer. We might also have decided
that we no longer want to work with the GS-12 position. 1If
this is the case, we can hit <Return>, exit to the previous
menu and select another position to work with. Notice that
each time we hit <Return> we no longer return to the main
menu, but instead return to the previous menu.

When "1" is entered, the following is displayed on the screen:

EXPLICIT COST RELATED 70: GS-12 Supervisory Engineer

Separation costs

‘ STEP NUMBER 1
o ACTIVITY

:.:. PERSON INVOLVED

) SALARY RATE  0.00

0y o NOURS SPENT ON ACTIVITY  0.00
. ALLOCATION RATIO  1.00

s DESCRIPTION OF MATERIALS

. COST OF MATERIALS 0.00

DESCRIPTION OF SERVICES
COST OF SERVICES 0.00

0K TQ 40D (Y/N)?

YIRS
‘ L3

RS

O .
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Data Entry:

The information to be recorded in the spaces on this template

can be taken directly from the forms contained in the "Cost

Data Collection Package". Definitions of the variables listed

and instructions for entering data are given below and on the

following pages. (Movement from field to field is

accomplished by striking <Return> or using the "“Cursor Up" or

"Cursor Down" keys).

STEP NUMBER. This number identifies the position of the

activity within the sequence of activities which define
separation, recruitment, selection, or development in the
organization in question. In this example, a "1" appears
in this blank. This indicates that we have not vet
entered any separation cost data for this position and,
therefore, we will begin entering information related to
STEP NUMBER 1 of separation. When a number ("N") other
than "1" appears in this blank, it is an indication that
cost information related to "N-1" steps in the sequence of
activities which define the cost element has already been
entered.

ACTIVITY. This describes the activity which is being
performed during each step. There is only one actjivity
per step. In this case,'the first activity we will record
is "give notice of separation”. Notice that you have
limited space for entry of these descriptions. If the
description is too long, the cursor will jump to the next

field and you must go back to shorten it.
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c. PERSON INVOLVED. This is the title of the person
involved in the activity. If there is more than one
person involved, you must enter him/her during another
pass through this template. We will discuss this later.
In the present example, we will record "supervisor"
as one person involved.

d. SALARY RATE. This is the hourly rate of the person listed
in PERSON INVOLVED. The rate must be in dollars and cents.
The decimal point is provided to you. In this case, the
salary rate is "20.50". We will record this amount,
without the dollar sign, in the space provided.

e, HOURS SPENT ON ACTIVITY. This category is used to record 1

the average number of hours the person listed in PERSON
INVOLVED spends on the ACTIVITY. It is to be entered to
the nearest hundredth of an hour. For example, 15 minutes
= .25 hour, 5 minutes = .08 hour, etc. 1In this case, we
will record "1 hour" as the amount of time that the
supervisor spends with the individual giving notice of
separation.

f. ALLOCATION RATIO. This ratio gives the allocation of
cost per person separated, recruited, selected, or

developed. You will have to calculate this from the

[

E information provided on the cost collection forms. It
g is calculated by dividing 1.00 by the number of people
N in the activity which are separated, selected, recruiteq, f
Y or developed. In the case of separation costs, the

w
! allocation ratio will always be 1.00 for every activity

5. 33
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since we assume that one person is leaving the
organization. In any event, the allocation ratio will
always be between 0 and 1.00. For example, if the

PERSON INVOLVED is teaching a class (the ACTIVITY) with

20 people in it, the ALLOCATION RATIO would be .05 (1 - 20
= .05). In this case, the allocation ratio is "1.00" for
the reasons given above.

g. DESCRIPTION OF MATERIALS. This is a description of any

materials used in the ACTIVITY. Again, you may list only
one category of materials at a time. In this example, we
assume that some sort of forms are used. We will record
"forms" in the space provided.

h. COST OF MATERIALS. This is the cost of materials listed

in DESCRIPTION OF MATERIALS per person separated,
recruited, selected, or developed. For example, if the
forms mentioned above cost $.10 per form but two forms
are used per person separated, then the cost listed under
COST OF MATERIALS should be $.20. In our example, the
cost of forms to be recorded is "$.50".

i. DESCRIPTION OF SERVICES. This is a description of any

services such as travel, phone, etc. used in the ACTIVITY.
In our example, we assume that none are used so we leave

the space blank.

J. COST OF SERVICES. This is the cost of services per person
separated, recruited, selected, or developed. 1In our
example, we enter no cost since no services are used in

this ACTIVITY.
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Having entered this information, the screen now looks like,

this:

EXPLICIT COST RELATED TO: GS-12 Supervisory Engineer
Separation costs
STEP NUMSER 1
ACTIVITY give notice of separation
PERSON INVOLVED supervisor
SALARY RATE  20.50
HOURS SPENT ON ACTIVITY  1.00
ALLOCATION RATIO  1.00
DESCRIPTION OF MATERIALS forms
COST OF MATERIALS 0.50
DESCRIPTION QOF SERVICES
COST OF SERVICES 0.00

0K TO ADD (Y/N)?

You are now asked, "OK TO ADD (Y/N)?". At this point, you
should review the information for accuracy and respond
appropriately. Whatever your response, you will then be
asked, "Another entry related to this activity (Y/N)?"

a. If your response is "N", you will be returned to the
previous menu where you will be asked which cost element
you are interested in.

b. If your response is "Y", the cursor will return to the
PERSON INVOLVED blank so that you may enter another
person. If there are no other people involved, move the
cursor down to DESCRIPTION OF MATERIALS or DESCRIPTION OF
OF SERVICES blanks to add this information. Continue this
procedure until you have entered all people involved and

all materials and services used in the activity.
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When you have entered all information related to the cost

element in question, respond with “N” to the prompt "Another
) v entry related to this activity (Y/N)?" and you will return to
the previous menu. Then, hit <Return> and proceed backwards
through the various menus which brought you to the data entry

v template. You will eventually arrive at the main menu.




Punction 4: Enter opportunity replacement cost information

This function lets you enter cost information related to
productivity changes which occur during pre-separation and
training periods. This information is estimated through the use
of curves which are recorded on the graphs provided to you in the
"Cost Data Collection Package". Specifically, these curves are
used to estimate the amount of time which a trainer spends in
training an employee on the job (which results in a loss of
productivity on the part of the trainer), low and increasing
productivity related to an employee learning new skills, and
pre-separation changes in productivity as the employee prepares to
leave the organization.

1. When the screen displays the REPLACEMENT COST MENU and you

type "4", the following will appear on the screen:

Enter opportunity cost data

01 6S-7 Industrial Engineer
02 G5-9 Industrial Engineer
03 GS-11 Industrial Engineer
04 GS-12 Supervisory Engineer

Work with which position?
Enter a number listed above
Hit <RETURN> to exit
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This lists all of the positions that have been entered in
Function 1. As you can see in the example, there are four
positions available to work with since we entered the GS-12
Supervisory Engineer in Function 1 and the GS-7, GS-9, and
GS-11 positions had been entered previously.

2. You are now asked which position you wish to work with. You
may enter "O01", "02", "03", or "04". 1In this example, we will
work with the GS-12 position. We will enter "04". If we
decide that we do not want to work with any position, we can
hit <Return> and return to the main menu.

3. If we press "04", the following appears on the screen:

OPPORTUNITY COST RELATED TO: GS-12 Supervisory Engineer

1 Separation costs
4 Development costs

\
-
)

T

v

L
T
R

..
L}

r! - What cost element?

::.; Enter a number listed above

(:: Hit <RETURN> to exit |
v ‘
Ve, |
E‘- [

. w
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You are now asked on which element of replacement cost you
wish to enter data. Note that only separation and development
are listed since these are the only two elements of
replacement cost in which a loss in productivity (which
results in an opportunity cost) may occur. Note, also, that
while we will plot "development" productivity curves for all
positions, we should only plot a "separation" productivity
curve for the target position which, in this example, is the
GS-12 Supervisory Engineer. Again, as was the case with entry
of direct cost information, if you enter information which
does not meet the requirements of the career ladder which you
created in Punction 2, the program will not use it in the
calculation of replacement cost for the target position.

In this example, we will work with the separation curve of the
GS-12 Supervisory Engineer. To do so, we will enter "1". We
might also have decided that we no longer want to work with
the GS-12 position. If this is the case, we can hit <Return>,
exit to the previocus menu and select another position to work
with. Notice that each time we hit <Return> we no longer go
back to the main menu, but, instead, to the previous menu.

When "1" is entered, the following is displayed on the screen:
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ENTER THE OPPORTUNITY COSTS |
COST RELATED T0: 6S-12 Supervisory Enginesr |

Opportunity costs are represented by curves. These may be
® learning curves trainer's time spent with a person in a new
» position, or lost productivity dus to separation. In the case
X of the trainer's time curve, the cost is represented by the area

- below the curve. The percentages for the other curves will have
: to be fubtractod from 100% before you can enter them. The curve should
- be divided into 12 equal segments (or units) and those points should
® be entered below. Note that 0% is entered as 70. In the case
a where training for a position is over and 100% efficiency has not
- been reached, enter -1 for the first point after end of training.
)
w’ Oescription of graph:
: | Rate per hour: 0.00 Hours per unit {segment): 0.0
L
: 0:01:02:03:04:05:05:0
[
1,;: 108090100110120
%
&
& 7. Data Entry:
L J
. The information to be recorded in the spaces on this template
E can be taken from the graphs in the "Cost Data Collection
o Package". Definitions of the variables listed and
-
|
” ingtructions for entering data are given below and on the
Cd
- following pages. (Movement from field to field is
- accomplished by striking <Return> or using the "Cursor Up" :
= .
-
= or "Cursor Down" keys).
I
f\ a. Description of graph: This provides a brief description
,' of the indirect costs which are represented by the curve.
=
. In this case, we will enter "pre-separation, GS-12". Hit
"
Y <Return> and the cursor will go to the next field.
or. 40
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b. Rate per hour: This is the dollar rate per hour of the
person involved in the activity which is represented by
the graph. 1In this case, we are interested in the GS-12
Supervisory Engineer who is separating from the
organization. This person's hourly rate, $16.50, will be
entered in the blank. Note that the "$" sign should not
be entered. Hit <Return> and the cursor will go to the
next field.

c. Hours per segment: This is the amount of time, in hours,
represented by each segment of the graph. To enter
information in this space, you will need to decide how
many hours each segment will represent. Provided the
curve extends no more than 12 units (e.g., days, weeks,
months) you will have little difficulty in this procedure
since you can assign 8 hours per segment for a day,

40 hours per segment for a week, and 160 hours per segment
for a month. If, however, the curve extends for more than
12 days, weeks, or months, you must develop another unit

schema. To keep it as uncomplicated as possible, you can
simply multiply the original units by a factor of 2, 3, 4,

or any whole number which will give you enough units to

be able to record the information provided on the graph.

po
:

o
3
o
7

- If, for example your curve is 18 months in length, you
might consider making each segment you record in this step
5 equal to 2 months or 360 hours. In our example, each
'l;:e segment of the graph will represent one week. The curve
3 is less than 12 weeks in length, so we will enter "40",
? which represents "40 hours per week."
i 41
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d. Completing the segments of the chart:

1) To_enter "trajner's time" information: Enter the

S of
Trainer's
Time

1008

percentage which represents the point where the curve
intersects the "segment line." For example, if the
curve looks like that below, “50" would be entered in
the "O" blank, "35" in the "1" blank, etc. If the
curve is non-continuous, ending at a point above zero
as is the case in this example, enter "-1" in the
last blank. If "-1" is not entered in blank 11, the
program will treat the curve as if it continues past
the eleventh period until it reaches zero. This may

result in miscalculation of costs.

Fhain A e & o g o |

708

608

50%

RAN

308 ‘\\~

208 \\ﬁ‘h:;__

108

(employee TINE

begins training
with trainer)

RS R
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"2) To_enter pre-separation productivity changes: To enter

these costs, you must invert the percentage scales
since we are interested in the area above the curve.
In our example, suppose that the pre-separation curve

of the GS-12 Supervisory Engineer looked like:

?\‘P 1008
< 208

N\*\»
08

AN

708

508 & of
\ standard
performance

‘ 40%

30%

208

108

-16 ~-15 -l4 =-13 =12 =-11 -0 -9 -8 -7 -6 -3 -4 3 -2 -1

Blank # (o] 1 2 3 4 5 6 7 8 9 10 11 12
Separation

Given this curve, the percentage entered in the fifth
blank of the chart (seven units of time prior to
separation) would be 0, not 100, since the person in

question is producing at 100% of standard and,
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2) To enter productivity changes related to learning new

skills: To enter these costs, you must invert the
percentage scales since we are interested in the area
above the curve. For example, if the curve looks like
that below, "100" would be entered in the "0" blank,
not “0", since the person is producing at 0% of
standard performance and therefore has a 100%

productivity loss related to training. The percentage

entered in the second blank would be "90", in the third

blank, "75", etc.

(standard 100s
periormance)
908
"0 /
708 /
[1]] |
4/’ |
S of 50
standard y
performance /
for 40%
position
308 /’
20% /
108
(hire or
promotion date) TR
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therefore, has a 0% productivity loss related to

pre-separation. Completing this process for this

graph, the chart looks like that given below:
» ENTER THE OPPORTUNITY COSTS
COST RELATED TO: GS-12 Supervisory Engineer

Opportunity costs are represented by curves. These may be
learning curves, trainer's time spent with a person in a new
° position, or lost productivity due to separation. In the case
of the trainer's time curve, the cost is represented by the area
below the curve. The percentages for the other curves will have
to be subtracted from 100% before you can enter them. The curve should
be divided into 12 equal segments (or units) and those points should
be entered below. Note that 70% is entered as 70. In the case
where training for a position is over and 100% efficiency has not
been reached, enter -1 for the first point after end of training.

Description of graph:  pre-separation, GS-12
Rate per hour: 16.50 Hours per unit (segment): 40.0

0: ¢ 1. 0 22 0 3 0 & O S5 0 & 6§
T: W0 8: 12 9 18 10: 24 11: 40 12: 100

Do you want to add this (Y/N)?

8. When you have completed the data entry and have hit <Return>
to advance you through any remaining fields on the template,
"Do you want to add this (Y/N)?" appears on the screen. At
this point, you should review the information for accuracy and
respond appropriately. Whatever your response, you will be
returned to the previous menu and may then choose to enter
other opportunity cost information related to the GS-12
position or hit <Return> and proceed backwards through the
various menus which brought you to this data entry template,

eventually arriving at the main menu.
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Function 5: Change or delete existing cost data

This function lets you review data already entered into the

system and change or delete it, as necessary.
1. When the screen displays the REPLACEMENT COST MENU and you

type "5", the following will appear on the screen:

Edit explicit or opportunity costs?
Enter <1> for explicit or <2> for opportunity

Hit <RETURN> to exit

2. This asks which type of cost data you wish to review and
revise: explicit or opportunity. 1In this example, we will
work with explicit costs. We will enter "1". If we decide
that we do not want to work with either type of cost, we can
hit <Return> and return to the main menu. If we type "1",

the following appears on the screen:

EDIT EXISTING COST DATA

01 GS-7 Industrial Engineer
02 65-9 [ndustrial Engineer
03 GS-11 Industrial Engineer
04 GS-12 Supervisory Engineer

Work with which position?
Enter the nuaber isted above
Hit <RETURN> to exit
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This lists all of the positions that have been entered in
Function 1. As you can see in the example, there are four
positions available to work with since we entered the GS-12
Supervisory Engineer in Function 1 and the GS-7, GS-9, and
Gs-11 Industfial Engineer positions had been entered
previously.

3. You are now asked which position you wish to work with. You
may enter "O1", "0O2", "03", or "04". 1In this example, we will
examine explicit cost information related to the GS-7 position
so we will enter "O01". If we decide that we do not want to
work with any position, we can hit <Return> and return to the
previous menu and select the type of cost (explicit or
opportunity) we wish to work with., Notice that each time we
hit <Return> we no longer return to the main menu, but,
instead to the previous menu.

When "0O1" is entered, the following is displayed on the

screen:
COST RELATED TO: GS-7 Industrial Engineer

! Separation costs

2 Recruitment costs

3 Selection costs

4 Development costs
G
o Cost element?
oy Enter a number 1isted above
.,: Hit <RETURN> to exit
o
DS
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4. You are now asked for which 6f the components of replacement
cost you wish to review or revise data. Note that, in this
- particular case, recruitment and selection cost information
will be available for the GS-7 Industrial Engineer since this
is the entry level position in the GS-11 career ladder. This
L information will also be available for the GS-9 position
(provided we have entered it) since this position is the entry
level position in the GS-12 Supervisory Engineer career
4 ladder. Development cost information will be available for
all positions (provided we have entered such information for
the new GS-12 position). Separation cost information will be
v available for both the GS-11 and the GS-12 (provided we have
entered it) positions. In this case, we enter "2" indicating
that we wish to review information related to recruitment
costs. If we enter the number of a cost element for which
there is no existing information available, the following
message appears: "No cost entries meet conditions set. Press
» any key and continue." By pressing any key, the menu will be
redisplayed and you may proceed.

5. When we type "2", the following appears on the screen:

1
Record No. 1 Explicit.
¢
* CURSOR (== ~=> * UP DGWN v  DELETE ™ Insert Mode: Ins *
v Char: * Record: v Char: Dol ©“ Exit: “tnd *
~ * Field: Home End * Page: PgUp Pgdn * Field: °Y ™ Abort: Esc *
~ v Pan: B v Record: U “ Set Options: “Home *

: U

: PNUMBER ENUMBER STEPNO ACIIVITY
0! 2 1 Requisition

01 1 Requisition

01 ! Requisition

01 2 College recruiting
01 2 College recruiting

(.S IS TN R
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If we move the cursor to the right by pressing the "Control"
and "Cursor Right" keys similtaneously, we will see the

remainder of the recorded information, which looks like:

Record No. 1 Explicit.

¢

% CURSOR (=~ ==> * UP DOWN ™ DELETE ™ Insert Mode: Ins *

v Char: * Record: * Char: Del ™ Exit: “End *

v Figld: Home End “ Page: PgUp PgDn ™ Field: Y ™ Abort: fsc *

v pan: e * Record: “U * Set Options: “Home *

u

PEOPLE RATE_HR HOURS- ALLOC- MATERIALS-mmn--nov=== MCOST--- SERVICES SCOST--- EXPLAN
st line supervisor 16.50 8.00 1.00 0.00 0.00 memo
Personnel Mgmt. coordinator 8.40 3.00 1.00 0.00 2.20 mena
Personnel Dept. representative  8.40 1.00 1.00 FORMS 3.00 0.00 memo
Engineer (recruiter) 18.00 70.00 0.33 0.00 Travel expense 1000.00 memo
Staff Spec. (Recruiting coord) 13.80 18.00 0.33 0.00 Phone 150.00 nemo

6. We can edit any information which is incorrect by using the
"Delete" or "Insert" functions or by simply moving the cursor
to the appropriate field and typing over existing information.

7. By pressing the "Control" and "End" keys similtaneously, we
can return to the previous menu and select another cost
element related to the position in guestion or hit <Return>
and proceed backwards through the various menus to eventually

arrive at the main menu.
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Function 6: Print separation cost data

This function lets you obtain a print-out of separation costs
related to the separation of a person occupying a specified
position. |
1. When the screen displays the REPLACEMENT COST MENU and you

type "6", the following will appear on the screen:

PRINT SEPARATION COST DATA
01 GS-7 Industrial Engineer
02 GS-9 Industrial Engineer

03 GS-11 Industrial Engineer
04 GS-12 Supervisory Engineer

Print data for which position?
Enter a number listed above
Hit <RETURN> to exit

This lists all of the positions that have been entered in

Function 1. As you can see in this example, there are four
positions available to work with since we entered the GS-12
Supervisory Engineer in Function 1 and the GS-7, GS-9, and

GS-11 Industrial Engineer positions had been entered

previously.
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2. You are now asked for which position you wish to print
information. You may enter "O1", "O2", "03", or "04".
However, we know that there is no separation cost information
available for positions "01" and "02" since they are not
“target" positions in the career ladders we have created. If
we do enter "01" or "02", the print-out will contain only
zeros. In this example, we will print separation cost data
for the GS-11 Industrial Engineer so we will enter "03". 1If
we decide that we do not want to work with any position, we
can hit <Return> and return to the main menu.

3. When we enter "03", the printer begins printing separation
cost information for the GS~11 Industrial Engineer. This
information is also displayed on the screen. The printer
and cursor will pause at the end of each section {(i.e., at
the end of “DIRECT LABOR”, "“INDIRECT LABOR"”, and "MATERIALS
AND SERVICES") in order to complete calculations.

4. After all the information related to the cost of separation
for the GS-11 Industrial Engineer has been printed, you will
be returned to the main menu.

S. An example of the ocutput from this operation is given on

the next page.

A 4

i
N
I
{
;
i
I
"

et

N WTeT &

51

-

PRI PR N N S L e Tl T,

N T T e T T T e
DL Rl S ) "-y"-_ d_.‘u_ R R

IR A I ARSI

B




T ¥ Y_
<« Pt POl

T

SNTLIMINIMSE B

2

pe .} (SRt WWiige! |

™

Separation costs for 6S-11 Industrial Engineer as of 06/12/85

EXPLICIT LABOR COSTS:

Activity People involved Rate Cost

Notice of termination Employee (GS-11) 14.50 .19

Notice of termination 1st line supervisor 16.50 12

Notice of teraination Personnel Mgat coordinator 8.40 67 |
Oiscussion of reason for separation employee 14.50 14.50 i
Discussion of reason for separation 1st line supervisor 16.50 12.38

Discussion of reason for separation 2nd line supervisor 19.50 §.78

Discussion of reason for separation Personnel assistant 8.40 2.10

Adein. functions to delete employes Employee 14.50 58.00

Admin. functions to delete employee Personne] Mgmt. coordinator 8.40 8.40

Adain. functions to delete employee Other department personnel 8.40 16.80

TOTAL EXPLICIT LABOR COSTS: 131.51

OPPORTUNITY LABOR COSTS:

Pre-separation opportunity cost (see graph): 638.00
TOTAL LABOR COST (unloaded): 769.5!
TOTAL LABOR COST (benefits loading = 30.0%) 1000.36
MATERIALS AND SERVICES:

Activity Description Cost
Notfce of termination Forns 0.10
Admin. functions to delete employee Forms 5.00
Adein. functions to delete employee Computer time 10.00
TOTAL MATERIALS AND SERVICE COST: 15.10
TOTAL SEPARATION COST: 1015.46

52

zsssz=zEs




Mast oad Mot ans Bef Mo R AR A o b Aok and B e b ad o n b8 S A A A ar il ]

Function 7: Print recruitment cost data

This function lets you obtain a print-out of recruitment costs
related to the recruitment of a person which will be developed
into a target position holder.

1. When the screen displays the REPLACEMENT COST MENU and you

enter "7", the following will appear on the screen:

PRINT RECRUITMENT COST DATA

01 GS-7 Industrial Engineer
02 65-9 Industrial Engineer
03 6S-11 Industria) Engineer
04 GS-12 Supervisory Engineer

Print data for which position?
Enter a number listed above
Hit <RETURN> to exit

This 1ists all of the positions that have been entered in

Punction 1. As you can see in this example, there are four

positions available to work with since we entered the GS-12
Supervisory Engineer in Function 1 and the GS-7, GsS-9, and
GS-11 Industrial Engineer positions had been entered

previously.




2. You are now asked for which position you wish to print
information. You may enter "Oi1i", "02", "03", or "04".
However, we know that there is only recruitment cost
information available for positions "01" and "02" since they
are the only entry level positions in the career ladders we
have created. If we enter "03" or "04", the print-out will
contain only zeros. 1In this example, we will print
recruitment cost data for the GS-7 Industrial Engineer so we
will enter "Ol1". 1If we decide that we do not want to work
with any position, we can hit <Return> and return to the main
menu.

3. When we enter "01", the printer begins printing recruitment
cost information for the GS-7 Industrial Engineer. This
information is also displayed on the screen. The printer
and cursor will pause at the end of each section (i.e., at
the end of "DIRECT LABOR", "INDIRECT LABOR", and "MATERIALS
AND SERVICES") in order to complete calculations.

4. After all the information related to the cost of recruitment
for the GS-7 Industrial Engineer has been printed, you will

be returned to the main menu.

5. An example of the output from this operation is given on

I“l

the next page.
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Recruitment costs for GS-7 Industrial Engineer as of 06/12/85

EXPLICIT LABOR COSTS:

Activity People involved Rate Hours Alloc. Cost
Requisition st line supervisor 16.50 8.00 1.00  132.00
Requisition Personnel Mgmt. coordinator 8.40 3.00 1.00 25.20
Requisition Personnel Dept. reprasentative 8.40 1.00 1.00 8.40
College recruiting Engineer (recruiter) 18.00 70.00 0.33  415.80
College recruiting Staff Spec. (Recruiting coord) 13.80 18.00  0.33 81.97
TOTAL EXPLICIT LABOR COSTS (unloaded): 663.37
TOTAL LABOR COST (benefits loading = 30.0%) 962.38

MATERIALS AND SERVICES:

Activity Description Cost
Requisition FORMS 3.00
College recruiting Travel exdense 330.00
College recruiting Phone 241.50
TOTAL MATERIALS AND SERVICE COST: 580,90
TOTAL RECRUITMENT COST: 1442.88
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Function 8: Print selection cost data

This function lets you obtain a print-out of selection costs
related to the selection of a person which will be developed
into a target position holder.

1. When the screen displays the REPLACEMENT COST MENU and you

type "8", the following will appear on the screen:

PRINT SELECTION COST DATA
01 65-7 Industrial Engineer
02 GS5-9 Industrial Engineer

03 GS-11 Industrial Enginesr
04 GS-12 Supervisory Engineer

Print data for which position?
Enter a nusber listed above
Hit <RETURN> to exit

This lists all of the positions that have been enterd in
Function 1. As you can see in this example, there are four
positions available to work with since we entered the GS-12
Supervisory Engineer in Function 1 and the GS-7, GS-9, and
GS-11 Industrial Engineer positions had been entered

previously.
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2. You are now asked for which position you wish to print
information. You may enter "O1", "02", "03", or "04".

. However, we know that selection cost information is only
avallable for positions "01" and "02" since these are the
entry level positions in the career ladders we have created.

o If we enter "03" or "04", the print-out will contain only |
zeros. In this example, we will print selection cost data for l
the GS-7 Industrial Engineer so we will enter "01". If we

v decide that we do not want to work with any position, we can ‘
hit <Return> and return to the main menu. |

3. When we enter "01", the printer begins printing selection

© cost information for the GS-7 Industrial Engineer. This
information is also displayed on the screen. The printer
and cursor will pause at the end of each section (i.e., at

¢ the end of "DIRECT LABOR", "“INDIRECT LABOR"”, and "MATERIALS
AND SERVICES") in order to complete calculations.

4. After all the information related to the cost of selection for
® the GS-7 Industrial Engineer has been printed, you will be
returned to the main menu.
5. An example of the output from this operation is given on
¢ the next page.
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Selection costs for GS-T1 Industrial Engineer as of 06/12/85

EXPLICIT LABOR COSTS:

Activity People involved Rate Hours Alloc. Cost
Review of applications Staffing specialist 13.80  0.25 45
Review of applications Clerk .50 0.25 1.88
Security clearance Clerk 7.50 10.00 0.20 15.00
Security clearance Personnel Security specialist 13.80  3.00 0.20 8.28
Security clearance Personnel Clerk 7.50 1.00 0.20 1.50
Interview of applicants 1st line supervisor 16.60 1.00 1.00 16.60
Staff decision to hire or not 1st Yine supervisor 16.50  4.00 66.00
Staff decision to hire or not tnd line supervisor 19.50  2.00 1 39.00
Staff decision to hire or not Department head 23.50  1.00 23.50
TOTAL EXPLICIT LABOR COSTS (unloaded): 175.2!
TOTAL LABOR COST (benefits loading = 30.0%) 221.17
MATERIALS AND SERVICES:

Activity Descripticn Cost

Security clearance Forms 4.00

TOTAL MATERIALS AND SERVICE COST: 4.00
TOTAL SELECTION COST: NN
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Function 9: Print development cost data

This function lets you obtain a print-out of development costs
related to any position in the career ladder of the target
pogitlon of interest.

1. When the screen displays the REPLACEMENT COST MENU and you

type "9", the following will appear on the screen:

PRINT DEVELOPMENT COST DATA
01 GS-T Industrial Engineer
02 6S-9 Industrial Engineer

03 GS-11 Industrial Engineer
04 GS-12 Supervisory Engineer

Development costs related to?
Enter a number listed above
Hit <RETURN> to exit

This lists all of the positions that have been entered in
Function 1. As you can see in this example, there are four

positions available to work with since we entered the GS-12

Supervisory Engineer in Function 1 and the GS-7, GS-9, and

LA SRl
l‘-
Al

GS-11 Industrial Engineer positions had been entered

previously.
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You are now asked for which position you wis to print
information. You may enter "O1", "02", "03", or "O4". If
you have made any changes or added new information, you must
print development cost information for all positions in a
career ladder before printing a replacement cost summary for
the target position. 1In this example, we will print
development cost information for only the GS-7 Industrial
Engineer position, but we will include in this manual examples
of print-outs obtained for the GS-9 and GS-11 positions. To
print information pertaining to the GS-7 position, we will
enter "01". If we decide that we do not want to work with any
position, we can hit <Return> and return to the main menu.
When we enter "01", the printer begins printing development
cost information for the GS-7 Industrial Engineer. This
information is also displayed on the screen. The printer
and cursor will pause at the end of each section (i.e., at
the end of "DIRECT LABOR", "INDIRECT LABOR"”, and "MATERIALS
AND SERVICES") in order to complete calculations.

After all the information related to the cost of development
for the GS-7 Industrial Engineer has been printed, you will
be returned to the main menu.

Examples of the output from this operation are given on the

next page.
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DEVELOPMENT COSTS RELATED TO: GS-7 Industrisl Engineer as of 05/12/85

EXPLICIT LABOR COSTS:

Activity People involved Rate Hours Alloc. Cost
New employee orientation Classification specialist 13.80 0.33  0.05 0.23
New employee orientation Staff specialist 13.80  0.33  0.05 0.23
New employee orientation Employee development spec. 13.80 0.33 0.05 0.23
New employee orientation Employee relations spec. 13.80 0.3  0.05 0.23
New employee orientation EEO, QA Specialist 13.80 0.3 0.05 0.23
New employee orientation Commanding officer 18.00 0.33 0.05 0.30
New employee orientation Employee 10.390 2.00 1.00 20.60
Introduction of employee to system Processing clerk 7.50 1.00 1.00 7.50
Introduction of employee to systea Employee 10.30 00 1.00 10.30
Univac EXEC-8 Training Computer specialist 14.50 ¢0.00 0.06 34.80
Univac EXEC-8 Training Employee 10.30  40.00 1,00  412.00
Dial programming Computer specialist 16.50 24,00 0.03 11.88
Dial progranming Employee 10.30 24.00 1.00 247.20
EE0 and weapons station orient. Specialist 13.30 0.05 0.67
EE0 and weapons station orient. Eaployee 10.30 1.00 10.30
Safety crientation Safety specialist 13.30 2.00 2.04 1.06
Safety orientation Employee 10,30 2.00 *.00 20.60
Security orientation Security trainer 13.30 0.04 1.06
Security orientation Employee 10.30 2.00 1.00 20.60
TOTAL EXPLICIT LABOR COSTS: 800.02
OPPORTUNITY LABOR COSTS:

Opportunity learning costs (see graphs): 157132.72
TOTAL LABOR COST (unloaded): 16532.7¢4
TOTAL LABOR COST (benefits loading =30.0%) 21492.56
MATERIALS AND SERVICES:

Activity Description Cost
Introduction of employee to system Forms & computer time 82.00
TOTAL MATERIALS AND SERVICE COST: 82.00
TOTAL DEVELOPMENT COST: 21574.56
62
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OEVELOPMENT COSTS RELATED T0: GS-9 Industrial Engineer as of 06/12/85

EXPLICIT LABOR COSTS:

bk AT Sial e geh il A Bl it

‘ Activity People involved Rate Hours Alloc. Cost
N 0ff-Site training Enployee 13.30  90.00  1.00 1197.00
TOTAL EXPLICIT LABOR COSTS: 1197.00
OPPORTUNITY LABOR COSTS:
Opportunity learning costs (see graphs): 8320.80
TOTAL LABOR COST (unloaded): 9517.80
TOTAL LABOR COST (benefits loading =30.0%) 12373.14
MATERIALS AND SERVICES:
Activity Description Cost
0ff-Site training Travel & Tuition 2500.00
TOTAL MATERIALS AND SERVICE COST: 2500.00
TOTAL OEVELOPMENT COST: 14873.14
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1 DEVELOPMENT COSTS RELATED TO: GS-11 Industrial Engineer as of 06/12/85
L ¢ EXPLICIT LABOR COSTS:
A
:: Activity People involved Rate Hours Alloc. Cost
- 0ff-site training Employee 14.50  90.00  1.00  1305.00
J
TOTAL EXPLICIT LABOR COSTS: 1305.00
N OPPORTUNITY LABOR COSTS:
b Opportunity learning costs (see graphs): 0.00
e
TOTAL LABOR COST (unloaded): 1305.00
-{ TOTAL LABOR COST (benefits loading =30.0%) 1696.50
- ‘
: MATERIALS AND SERVICES:
Activity ) Description Cost
N 0ff-site training Tuition & travel 2500.00
|
. TOTAL MATERIALS AND SERVICE COST: 2500.¢¢
&
J
j TOTAL ODEVELOPMENT COST: 4196.50
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FPunction 0: Print replacement cost summary

This function lets you obtain a print-out which lists the

total separation, recruitment, selection, and development costs

related to a specific target position.

1.

ale e
P )'4.4-4‘..‘-...( u"‘-;"..q..A..n‘--

Before printing the replacement cost summary, be sure that
your detailed print-outs of relevant separation, recruitment,
selection, and development costs (Functions 6 through 9) are
up-to-date. If changes, additions, or deletions of cost data
have been made, reprint the relevant cost data. (Remember
that you must print all costs relevant to a target position
using Functions 6 through 9 before printing the replaceament
cost summary if information has been added, deleted, or
changed).

When the screen displays the REPLACEMENT COST MENU and you

type "0", the following will appear on the screen:

PRINT REPLACEMENT COST SUMMARY

03 GS-11 Industrial Engineer
04 GS-12 Supervisory Ergineer

Cost for which target position
Enter a number listed above
Hit <RETURN> to exit

65
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This lists all of the positions that have been entered in
Function 1. As you can see in this example, there are four

® positions available to work with since we entered the GS-12
Supervisory Engineer in Function 1 and the GS-7, GS-9, and
GS-11 Industrial Engineer positions had been entered
previously.

3. You are now asked for which position you wish to print
information. You may enter "O1", "O02", "03", or "04".
However, we know that positions "01" and "02" are not target
positions. If we do enter "01" or "02", we will obtain
information related to only the position we have entered since
we have not created career ladders for these two positions.

In this example, we will print a replacement cost summary for

the GS-11 Industrial Engineer position, so we will enter "03".
If we decide that we do not want to work with any position, we
can hit <Return> and we will return to the main menu.

4. When we enter "03", the printer begins printing a replacement

cost summary for the GS-11 Industrial Engineer. This

o

information is also displayed on the screen.

et e
Y

5. After all the information related to the replacement cost of a

GS-11 Industrial Engineer has been printed, you will be
returned to the main menu.

An example of the output from this operation is given on

‘.

the next page.
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REPLACEMENT COST SUMMARY FOR GS-11 Industrial Engineer AS OF 06/12/85

Cost element

Separation cost

Recruitaent cost

Selection cost

Oevelopnent Costs -- GS-7 Industrial Engineer

Development Costs -- 65-9 Industrial Engineer
Davelopment Costs -- 6S-11 Industrial Engineer

TOTAL

1015.46
1442.88
N.1N
21574.56

14873.14
4196.50

43334.31

----------




Section 4

IMPLICATIONS AND SUMMARY

A microcomputer software package to enter, maintain and
calculate replacement cost information for critical personnel
positions potentially has widespread applications in human
resource management, as well as in human resource policy
formation. However, it must be recognized a software package to
gather and calculate replacement cost data, as the one developed

in this study, is only a beginning step.

While calculating the replacement cost for critical
positions is of interest in itself, it is in the potential uses
of this information where the ultimate value of this information
lies. Along this line, the following are some areas of human
resource management where replacement cost information is likely

to have applicability:

1. Turnover management -- Replacement cost measurement
coupled with human resource mobility patterns and especially
turnover rates highlights the magnitude of financial resources

which must be sacrificed to maintain and/or replace lost

employees. This act of measurement in itself can feature t. e
need for management to develop strategies for the conservation of

human resources at its disposal.

2. Compensation analysis -- Optimal compensation for a
personnel classification, taking into account positional
68
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replacement costs and projected personnel mobility under
alternative compensation scenarios can be developed. Policy
questions, for example whether or not to allow inter-regional
differences in compensation because of factors such as

competition in regional labor markets, can be addressed.

3. Evaluation of training -- Alternative training programs
for employees in the career path(s) leading to a designated
position could be evaluated and selected on a cost effective
basis. The effects of the alternative programs on career
mobility and productivity could be estimated and coupled with the
development (training) component of replacement cost in order to

do this analysis.

4. Personnel budgeting -- Annual personnel acguisition and
training budgets necessary to reach intermediate and long-term
personnel goals can be built using replacement cost data.
Budgets could be generated for selected personnel classifications
or in aggregate (for an entire department or division). The
explicit financial cash outlays as well as the opportunity costs
involved in meeting the personnel plan could be separately
detailed. (Opportunity costs include efficiency measures

typically relating to personnel training and separation.) These

budgets could reflect currently documented components of the

replacement cost for a position, and could provide for adjusting

n'.:
“w
me

Y
s

these costs in each year of a multiple vyear personnel budget

plan.
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5. Make Or Buy Decisions -- Replacement cost data can be
Ls3ed to support the analysis of decisions regarding whether to
acquire employees for targeted personnel classifications from the
outside, to train totally from within, or bring personnel in at
an intermediate level and do more limited internal training. The
economic conseguences of each personnel acquisition strategy
could be calculated and evaluated in light of any other non-
financial policy consideration which may exist in an

organization.

Hence, this study 1s seen as providing a necessary first
step in using Human Resource Accounting replacement cost
information in human resource decision making. The measuring and
maintaining of replacement cost data for critical positions |is
a prerequisite to analyze personnel issues in monetary terms.
The software provided in this study can be a substantive aid in
doing so. However, it is in in the building of models to
effectively use this information in human resource planning and

decision making (as suggested above) where the full utility of

replacement cost data will be seen.
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APPENDIX A

INSTRUCTIONS FOR USING THE
COST DATA COLLECTION PACKAGE
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COST DATA COLLECTION PACKAGE

Introduction

This package of forms and graphs is to be used in collecting
{nformation on the costs related to the recruitment, selection,
development (training), and separation (termination) of an
employee. This information will be collected by answering six
basic questions:

1. What are the normal steps that the organization takes to
recruit, select, develop, and terminate (separate) an employee?
In other words, what are the "definitions” of recruitment,
selection, development (training), and separation (termination) (n
the organization?

2., What organizational members are the principal actors In
each step? "Who does what" in recruiting, selecting, developing,
and terminating (separating) and employee?

3. What is the average time these principal actors spend on
these activities per employee recruited, selected, developed, or
terminated (separated)?

4. What is the hourly rate (including benefits) of each of
the principal actors?

5. What materiaels (forms, advertising space, training
manuals, etc.) are used in the recruitment, selection, development
(training) and termination (separation) of an employee and what do
these materials cost?

6. What services (travel expenses, phone charges, etc.) are
employed to recruit, select, develop (train), and terminate
(separate) an employee and what do these services cost?

Definitions

As you begin to complete the forms and graphs included in this
package, several definitions may be useful.

1., Separation costs. The costs incurred as a result of a
position holder leaving the organization. There are two types of
separation: 1) voluntary and 2) involuntary. Voluntary
separation is initiated by the employee, while i{nvoluntary
separation is initiated by the organization. The two types of
Separation may result in differing costs to the organization.

2. BRecruitment costs. The costs incurred to identify
possible sources of human resources, including both inside and
outside of the organization. These costs are also incurred to
attract possible future members of an organization.

3. Selection costs. The costs (ncurred to determine who
should and who should not be offered employment. These {nclude
all costs incurred in selecting people for membership in an
organization.

4. Development_costs. The costs i{ncurred in training
{ndividuals so as to bring them up to a level of productivity
normally expected at a given position.

5. Beplacement Cost of Human Resources. The sacrifice that
would have to be Incurred today to replace human resources
presently employed.

6. Standard performaonce. The level of performance of an
"average" employee at a given position within the organization.



N P N P T Py PP P P oy vy

LoTod

¢

Importance of Career Ladders

Career ladders are important since they determine the
positions on which cost information must be collected. If the
critical position (the position of interest to the organization)
i{s a "non-entry” level position, the recruitment, selection, and
development costs must Include gll costs {ncurred to "grow" an
entry level person into a person who can fill the position in
question.

I NNy 1N

o Exhibit 1

Manager

=

i ¢ , |__Staff 2

Staff 1

® If, for example, the career ladder looks like that shown

' in Exhibit 1 and you are interested in the costs incurred to
recruit, select, and develop a manager, you will need to perform
three steps:

' 1. Calculate the costs {ncurred to recruit, select, and

. develop a "Staff 1".

e 2. Add to #1 the costs to develop a "Staff 2" from a

. "Staff 1".

3. Add to the total costs already calculated the costs to

develop a "Manager" from a "Staff 2".

Separation costs will only be calculated for the "terminal"

v ® position which, in this case, is the "Manager" position.

The system of collecting cost information becomes slightly
more complex when alternative career paths exist. A case of two
alternative career paths exists when a maanger may be hired from
without or "grown" from within as shown i{n Exhibit 2.

. Exhibit 2
Person
Man%?er ‘hlred ISTZ_
I Staff 2
‘7F
Staff 1

To calculate the "replacement” cost of a manager {n thi{s case,
the costs of hiring a manager from within and the costs of hiring
a manager from without must be calculated. This {nvolves:

1. Calculating the costs to grow a monager. These are the

costs incurred to recrulft, select, and develop o
- "Staff 1", plus the costs to develop a "Staff 2", plus
the coats to develop a "Manager".

.................
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P~ 2, Calculating the costs to buy a manager, These are the
o costs {ncurred to recruit, select, and train a Manager
] (hired from the outside).

o

t; In this case, two sets of forms and graphs must be completed:
o one set outlining the costs of career path #1 and the other
a © outlining the costs associated with career path #2. Only one set
P of forms and graphs need to be completed for separation costs (one
- graph for volunatary and one for {nvoluntary separation) since
x these costs are not dependent on the career path.
| @ General Instructions for Forms and Graphs
; 1. All forms and graphs assume that there is 1 vacant
o position for which recruiting and selection s occurring.
If it is the case that two or more positions are normally
’ involved in the recruitment and selection process, please
® indicate this on the forms.
o 2. Please keep in mind that the more information that you
i provide on the forms, the more accurate the calculated
‘. costs of separation, recruitment, selection, and
. development will Dbe.
N 3. Examples are included to aid you (n understanding the
K information asked for on the forms and graphs.
\ 4. Each form and graph has its own set of instructions.
3
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FORM #1: SEPARATION COSTS PER
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1. Decide whether or not this form will be used for collecting
cost information on voluntary or involuntary separation. You
will need to collect information on both types of separation
costs, and you should use a separate form for each. In both
cases, follow these instructions. Indicate the type of
separation by circling either "voluntary” or "involuntary”" on '
the form.

2., Fill in the blank indicating the position to be studled.

3. In the first column of the form, list all of the steps your
organization normally completes in order to terminate an
employee. Examples of steps include:

. = Notice of termination
- Exit interview
- Forms which need to be completed.

4. In the second column, briefly explain what occurs in each

step.
Separs fon Costs per welut ory fwvolutary
Salery Aversge Materisle Sarvices
sate of t ime opere Yoras, lettars, Traval, phom,
Who 1s primipal by principal maruale, @c. etc.
Descripe fon Explaoat fon Savolved qn actor(e) aczor(s) on
of Az ivity of Act tvizy this A dviry? 1mwolved this activity WVha t Cost What? Com
Brit Interview Deployes swets with . |_ - —
apervisor and :
t hsad to
disouss reasons for |
terwination. ' |

5. In the third column, list gll prinicipal actors who
participate in the activity steps fncluding the employee who
is leaving the organization.

Separat Lon Costs por welum sry fovelumary
Sslary Average Materials Sarvices
e of t ine spam Yorus, lettars, Traval, phoms,
¥ho 1s primipal by principsl nsrusle, ®¢c. ete.
Descrip fon Explanat fon involved in actor(s) actor(s) on
of Az ivity of At ivizy this Acx dvity? tovolved this ectivity Vha 1 Cost Wat? Com
" Beit Interview Dyloyes mote vith | 10t 1ine l-.—_- )
erarmens haad to | SPeviser '
dioouss raceoms for | Pepartmemt Bead '
terwination, Prployee ‘

6. In the fourth colwnn, record the hourly rates for each of the

principal actors.
Sepera don Costs por volus ory ftavelunery
I T B ey i il
otms, Jettare, avel, -,
Deocrip fon Pxplonat fon ::.::u in :;’OT(‘:)“ :’ﬁ ::‘(:‘)‘:.: Monels, @e. ne
of A ivity of Az ivisy thie A Svizy? 1svolved this activity Vha Cost War? Com
Brit Interview oe v T —r
LTI R, | e |
¢looves ressons for | Peperteumt Bead | 830.00/\r. !
termination, Byployes 430.00/r. !




-

7. In column #5, record the average amount of time that each of

@ the principal actors spends on each activity.
Separat fon Costa por velum ovy fwvolumery
Balary Aversge Msteriale Services
e Of tine spert Yorma, lettere, Trave), phom, .
Vho $s priscipel Sy primcipel narusle, ¢, e,
‘ Dascrip ion Explanat fon fnvolved in aczoris) actov(s) ow
of Az dvity of Az ivity this Ac Svity? 1wvolved this activity Vhee t Cost What t Coxx
e —
Bxit Interview Brployes meets with | Jot line $25.00/hr. 00 x|l
gt | e | -
disouss resons for Department Bead 830.00/nr. 50 M. !
terwination. Brployee $10.00/%r. 60 hr. :
® 8. In column #6, list any materials used in this activity and in
column #7 list the cost of these materials. If no materials
are used, please indicate this by writing "None" in columns #6
and #7.
Separat fvn Coste por volum sry fwrolust ery
5 . Wsteriale Sarvices
. :.n‘:‘zl t‘;.::.:;ns foru..lm ars, Travel, phom,
Who s priscipel »y plll‘”p‘l sanuals, ®€e, ate.
involvaed & () ctor(s) on
:.:: :r::; :,:::v::; c:‘;: :.B iv:x y? ::r:;v:d :hl:'ut ivity Vha 1 Cost What 7 Cox
Exit Interview Drployss meets with 2at 3ine $35.00/h>, 50 k. Porm for | $0.05
apervisor ::d supervisor : recording
. - amipgd }:, Department Bead | $30.00/%r, 50 . :‘;“""
L termination. Poloyes £20.00/\r. $0 ke, |interview

9. In column #8, list any services used to accomplish this
agctivity and in column #9 record the cost of these services.
If no services are used, please indicate this by writing
"None" in columns #8 and #9.

' Sepatat ton Costs per wolust 8Ty {ovolurtary
Salery Aversge Materiale Services
s of t ime spert Yorms, lettars, Traval, phoms,
Who 1s priscipsl by principal ssnusle, ®ec, ote.
Descript don Explovat o tnvolved 4n actor(s) act or(s) on
of Activity of At fvity this At ivizy? favolved this sctivity Vha ? Cost Vhatt Cox
- Exit Interview DPrployee mects with 1at lfu_ $15.00/ 0, 50 hr, rorm for | $0.08 fone Bone
n: ::d o npervisor - recording
discuss peasons for Department Bead $30.00/hr, 50 ke, :;““
termination. Brployse $10.00/hr, 80 W, interview

END OF FORM #1, GO ON TO FORM #2
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FORM #2: RECRUITMENT COSTS PER

L Bl Sk Sas-S A B ch 4o Bk Ao s S g

LBad ot Bt has Aok g 8oy

1. Fill in the blank indicating the position to be studied.
(Remember, if this is a non-entry level position, you will
need to complete the form for the entry-level position from
which cand{dates for the position i{n question are "grown").

2., In the first column of the form, list all of the steps your
organization normally takes to {dent{fy possible sources of

human resources to fill a vacated position.

include:
- Requisition
- Newspaper advertising
- College recruiting

Examples of steps

3. In the second column, briefly explain what occurs in each

et ot L0 aei |

step.
Racruit mert Com » per
Salary Averape Averape Macerials Services
. sate of time spent amber of Forms, lesters, Travel, phot
Who 18 principal Sy priscipal opplicert s ssmssls, ote, ®e.
Descrip fon Explarat ton dnvolved in sctor(s) actor(s) on impact od
of Acx ivity of Activity this Activity? involved this scxiviey per activity Vha ? Cost Yhatt [
College Recrwiting | Colleges are oomtacted
and recruiting
achedules are set. ,
College recruited
visits eolleges ond
intervieve applicants.
' H i
4. In the third column, list gll principal actors who participate
in the activity steps.
Recyuitmert Com s por
Salery Averspe Average Yaterisls Sarvices
Tate of time eport amber of Poras, laters, Travel, phot
WVho 1o principsl by principel sppifcart s samsls, ste. «e.
Descrip fon Txplanat fon fwvolved 1n act ov (o) sctor(e) on dmpact ad
of Axivity of Activity this Activity? tnvolved this scxivity per act tvity Vhat Cost WVhat ? [J
College Recruiting Colleges are oontacted | Staff persom ' —
and recruiting (Scheduler)
g’;odulu u;‘ut. . College
lege recruited
v(o{trnllopu and Recruiter
intervieve applioants.
5. In the fourth column, record the hourly rates for each of the
principal actors.
Rscruitmet Com o por
$al Averspe Averoge Materials Sarvices
ot :r:' uu.»on mmber of Porms, latters, Teavel, phom
Who 10 principsl by privciped opplicont o mawiels, ote. ac.
Descripm fon Explanat ton fwolved in sctor(s) aczor(e) on topact od T P
of Az tvfity of Activity this Activity? fovolved this s tvizy per act ivity Wt ? Cont What
" - . ——
College Meerviting | Colleges are semtaoted | Ptaff person $ 7.80/n,
and recruiting (Sohedsiler) 635.00/ %
sohedules are sot. | College ’ *
Collage reoruited Reorviter

viet{ts solleges ond
tnterviove applisonts.
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6. In column #5, record the average amount of time that each of
the principal actors spends on each activity.
Recvuk mest Coat o pov
atoriad Servt
::c, :‘Zl :::.:;o [ ] ‘::;::.ol bn::'l- : ors, 'uv:: .‘;:. [
Vo S primcspsd by srimeipal ospplicon o sswsale, ote. «e.
Pencrin fon Explant fon twolved In sctor{s) actoz(s) o8 tmpact of
of Axivity of Activity this Activity? 1avelved this s iviey pet activity What ¥ Cast WYt ? [
Collage Mecruiting :}bpn ga osontooted lt(a&f' :'::a; 8 7.850/nr. 8 houre
I-4
sohiuten areser. | oot T #13.007r. | 70 howr for
Collsge recruited R s tervieve
visits oclleges end orutter 80 houre travel
intervievs applicants. ting
7. In column #6, list the number of applicants that the activity
affects or impacts. For example, a newspaper advertisement
may bring 30 requests for applications, an {nternal
acquisition may result in 4 requests for applications, and a
college recruiter may interview 100 applicants for the
position.
Recrut mert Comt o pov
Salary Averspe Aversge Mazerials Services
Tate of tine spemx mmber of Yorms, lattere, Trovel, phom
Who 48 princips) by principel applicarc s senuals, etc. «e,
Descrig fon Explamt Son {uvolved fo sctor(s) saaor(s) on impact od
of Az fvity of Activity this Accivity? tavolved this scxivity per act fvity Vha ? Cost Vhat? Co
Cotlage Meeruiting | Collages ame oontasted | Stasf pereon t 2,60/, | 8 doure —
uiting Schaduler. 85.00p. | 20 honce for 24 applisonts
Corione seomvived © | cstiese e | neiend
visits colleges and Recrutter 30 hours travel
intervieve applicants. time
8. In column #7, list any materials used in this activity and in
column #8 1ist the cost of these materials. If no materials
are used, please indicate this by writing "None" in columns #7
and #8.
Recruiimext Cost & por
Salery Averape Averege Materials Servicea
sate of tine opem amber of Porms, laters, Travel, pne
Yho s principsl by orimcipal | spplicez s samusls, etc. ®=e.
Descrip fon Explanat fon Snvolved in s or(s) sctor(e) o8 inpact od
of A ivity of Activicy thie Activity? favolved this s dvity per sctivity Yha ? Cont Vhet 1 [
College Recrutiting Colleges are oontaoted | Staff pereon ¢ 7.80/r, & howre Letters & [40.08 per
‘1’5.'.4..:..‘.‘.‘."‘ oet. . (Sohedler) $15.00/%r. | 70 houre for 140 applisants :""”P“ :;"" =
z‘l:agc ';:cn‘":d 0:::::‘” interviove tntervieuad | o rirm | tertere
s1t8
viei o0 .;;;w“ t 4 m travel sohedule [ 0.
Pootage [85.20 per |
lettar &
Jetters
1 1

SOOI SN i
- - ™ LR ]
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[Poyms t0  |80.05 per
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8. In column #9, list any services used to accomplish this
@® activity and {n column #10 record the cost of these services..
If no services are used, please indicate this by writing
"None"” ({n columns #9 and #10.
Recruktmout Oout & por
Salary Average Adverage Metorisle Services
' tate of tine spem umber of Porms, laters, Trovel, phom,
e 10 Principe) by primipal applico s manusls, ote, «<e.
Descrig fon Bxplans fon Snvolved in oct ot (o) sz er(s) on inpact od
of A ivity of Activicy this Activity? Savolved this s Svity par oct ivity Vhee ? Cost Vhat ? Com
College Mecruiting Colleges are eontaoted | Stags peraon & 2.80/ ks, 8 honcre Lattars & |80.03 por | Phone $0. 80
:',f‘,‘,’,:‘{:‘,“:f:‘,,,._ (Scheduler) $35.00/kr. | 70 honrs for . | 240 applisants | Bneiopes| Letser x| sharges [P
c?::” '::."‘u:g co!uaz‘” tntervieve intervisved mﬂ_ Letters 20
visits Reoru
‘":‘ 90 ‘;;;‘,w“. u::.mx schsdule |30, - (o
¢ Postage [480.30 per | prgvel 41000
'!;ncc azpenses
letters
s.
to [$0.08
LF:'M fmr
interviev | 240
[inform, o:t'anu
7.
L
END OF FORM #2, GO ON TO FORM #3
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FORM #3: SELECTION COSTS PER

1. Fill in the blank indicating the position to be studled.
(Remember, if this is a non-entry level position, you will
need to complete the form for the entry-level position from
which candi{dates for the position {n question are "grown").

2. In the first column of the form, list all of the steps your
organization normally takes to determine who should be offered
employment. Examples of sSteps Include:

= Reviewing applications
- Interviews

- Discussion among appropriate personnel to determine who
will be selected

3. In the second column, briefly explain what occurs i{n each

step.
Seloct 4on Conts por
Salary Average Aversge Motertals " Sarvices
sate of time spemt mmber of Porus, latore, Travel, phom,
Vho 1s primipal by primipel applitcarc o memsels, ote. «e.
Pescrip fon Explosat fon Srvelived In actor(a) sctor(s) on ispact od
of Act dvity of Activicy thie Activity? tnvelved this act fvizy per activity [rey Cost ““Q— Con
— — . -— - — -

Department {nterview | st line mpervisor -
intervinnw people S0
. determing applioante’
quolifioations for
the Job.

4. In the third coiumn, list qll principal actors who participate
in the activity steps.

Selec fou Conto per

Salery Avarsge Aversge Meteriale Services
Tate of tine st nmber of Porus, laters, Traval, pom,
Yhe fo Primipal by primipeld applicare s asmele, ete, «ec.
Descrig fon Sxplasat fon fnvelved in sctoz(s) scter(s) on tupect od
of Act fvity of Activity this Activity? tnvolved this acx ivizy per sctivity Vhat ¥ Cont | 3} l Comt
. — T - - ~ —

Departuent interviev | 1at line ;pervieor 1ot line -

intervievs people to aperviecr

. deterwine applioonte’ '
qualifiestions for
she Job.

$§. In the fourth column, record the hourly rates for each of the
principal actors.

Selow 40a Coste por

0o {Livatione for ' 1 '

. i
Solary Average Aversge Mo
1e Services
tate of tine spom ambar of e
sescrim fon tuptoset son Ve o erimipel | by premiped oppitcarnt s e e ool pem,
o arim e , twwelved in octor(e) . sstor(s) on fapect o4 i bk
y of Activiry this Activity? tnvolved this sam tvizy pev sctivity Vs ¥ Coot Vaat t Com
Bopartumt dntorviev | 2ot Yine apervieor lot Yine 835.00/ 0, - -
} interviewe pecple te aperviser
doterwing applieants’
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o 6. In column #5, record the average amount of time that each of g
the principal actors spends on each activity. i
Seleat fou Costs pov :
d
Sslery Average avevege Yetoriale Services .
Tate of tine ppant nmber of Porus, iateve, Tvovel, phom, A
® Janat o Tevetved £ it el <A e penele, e b
. 3/ [l .
::.:'n‘ t-v::y‘ :":uvlly ta: Acuvl.ty' Savelved this oxx fviey nrul tvity Yam ¥ cont |13 I Com . 1
Department {nterviev | 10¢ line mpervi 1ot 3ine 415.00/%r. 4 houre = = ;
¢ (::aw‘n:.;o»t:’:o :npc .
. determine applieonts’ ’ . .
qualifieations for a
the Job. K
7. In column #6, list the number of applicants that the activity 1
affects or impacts. For example, 15 applications may be
reviewed by members of the personnel department and 8
applicants may be Interviewed. (Remember, we are assuning
that one position {s vacant).
Select fou Costa por
Salery Avarage Average Meterinle Services
. Tate of tine spem maber of Porms, ltters, Travel, pom,
Vhe s primipel by primipel sppifcsrz e wamvels, ote, ae.
Pascrix fow Explonet fon fovelved in acter(s) st or(s) on tmpect od
of Az tvizy of Activity this Activity? involved this sa fvizy pet activity Whae T Cost WVhatt Com
Departuent {aterview | lst line mpervisor | ot line 815.00/\>. # houre # applicants - -
intervieve people to npe:
. hc;:.?{n.ﬁ(;mu' :
1942 -}
De go. -
8. In column #7, list any materials used in this activity and in
column #8 list the cost of these materials. If no materials
are used, please I{ndicate this by writing "None" in columns #7
and #8.
Select Sonm Costo per -
::‘hl:' ::::.ll An::u . Yeteriale Servizes 1
(] opent mmber @ Pores, laters, Trovel, plow, 1
Descripm ton [ Explaret fon ::o::d 1a :c't‘:::;! :L:‘(n-)":-‘ ::::::::. maels, me. S¢- \
of At fvity of dctdvity this Activity? Snvolved this s tvizy per ot dvity Yhae ¥ Cont WYast? Com
s dnterview | 2o 1tne . 00/%e. Ea——
Departnem: ¢:u~in::¢x:°:o 1:;:0- $18.00/%r. & houre 8 applismnts o J“;',: por L
. bm‘mi;u' ' Interviev lfm—' ! '
quo
the Job. e ' R
X
L, (4./"._-.',‘ . o --.“ .'1 ..,. e J .’-‘ .‘1 “-..- 'P' .-- - _.. bt -’-‘-. --‘.- .-‘ -.Aﬂ. Lt e e ~ AR ot e e e PRSI EY
m;iu&_‘, S A WINARINLS X% ¥ 25 S S IR M;..‘a.t‘.:u'x-fnf.ln::z(}-:.'.‘:.'(.'L‘-',{:.:..';-:u‘:1’_,-(.;“1«.'.‘ R, (R SR R AR :'_'.“c. PR P aten
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h 8. In column #9, list any services used to accomplish this
M o activity and in column #10 record the cost of these services.
If no services are used, please indicate this by writing

¢ "None" in columns #9 and #10.
o
- Select fon Conte por
N
g L) Sslery Aversge Aversge Metorials Bervices
rate of time opax amber of Porwe, Jatoers, Travel, phom,
Vhe fo primipsl by primipsd opplicant o s mele, otec. ac,
< Descrin don Sxplaret ton twwolved in scter(s) scter(s) on tapsct od
of Activity of Activity this Activity? Snvelved this sct fvizy pev setdvity WYhat ¥ Cont Vhat? Com
o L
& Department intervisv Jot line mpervisor ot line 818.00/hr. 8 Mours s 1ot orme 80.08 fravel [ 4
- intervieve pecple to oapervisor : i ‘ {o record Eon rr azpenses ;:;;,F.'
- . bt;?;{u‘ﬁi;nn' ::;arv(w . Bout [=2
. ioa or or-
) "u: Jod. - iom of!a“:‘ Yoo
b tere
. . ) vioved
.
'q‘vn(w}
N\,
‘; END OF FORM #3, GO ON TO FORM #4
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FORM #4: DEVELOPMENT COSTS PER
l. Fill {n the blank indicating the position to be studied.
(Remember, {f this is a non-entry level position, you will
need to collect {nformation on the development costs of all
positions through which an individual progresses before
reaching the position of interest).
2. In the first column of the form, list all of the steps your
organization normally takes to train Individuals so as to
bring them up to a level of productivity normally expected
at the position {n question. Examples of steps include:
- Initial orientation to the organization
- Formal workshops (specify)
- On-the-job training
3. In the second column, briefly explain what occurs in each
step.
Bevelopuem Comto por,
Average
Salery Averspe amber Mat oTi0ls Bervi
seof | sise " . ave ces -
Descrisk fom Explamiien ::o::o‘ i ::t’::s ! :,8::‘::‘:‘-:.: .=::-.‘;.:. ::::i'f“‘ "'.' :.c . 1 phem,
of At fvicy of Accivity this Activity? invelved this s vy por :a. Svity e ? Cost Whae ? Com
2::2":““ Much'a plbﬁw - ’ - - ’ -= - 1 -
!u‘nuy {uw
to nev employes,
4. In the third column, list gll principal actors who participate
in the activity steps including the new employees.
Bevelopuet Com s por
Avarage
Salery Averege ;mder Mec ariele Bervices
e 5 Triwisel | Sy wrimisr | smsreyees e | el e
Descrip ton Explemat don fovelved o scoris) ocz(a) :'- l-:ag:‘ Shmalt. o se-
of Activity of Activity this Activity? Swvelved thie sa iviry Jer activity iz ? Cost Voat ¥ Cas
Intsial Orgentaation's pelivied Brplopes - . N -
Griemtation fn-' 11y ﬁnn‘-d 2.':33‘
0 v eplopes. 20 spovialies
Dupartment Bead
Poresmel Boed |
Sov Buployes |
5. In the fourth column, record the hourly rates for each of the
principal actors.
Sevelopmen Com s por.
:2:'!' l‘::.::'l ::-.:::. '.h riale Sarvices
. [ . Jate . val, .
Descrint ton Saplomt fon l“:o::o‘ in .':“:::; ! :L :',‘(5‘:..‘ ::::’::' -:"'.‘:". ::' s
of Ac Svity of Sctivity this Activity? fawelved thio smtviny per sa tvity Vg ¥ Coot Waat ¥ Com
zsﬁh!“ mluuu'o p!hhn 21,::.:" 832,00/, - ) 1 - =
{mlly ‘uln‘.ol Spootaliog
30 nev sployes. 290 gposialios | 030.00/.
Doparment Bead | §30, 00/,
Poroawnl Bead | $38.00/w.
fov Bo-Lavee [ Y, Y8
. ?ﬂ?’jn J"‘ "3"“)’4 P .t-".}“ f.. )‘3‘.‘\._)1{‘ in-y:f}n‘ . - "“: .......... :N~~ ..... 1:.: -:.;:::1
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6. In column #5, record the average amount of time that each of
the principal actors spends on each activity.

Bevelopment Comt o por.

Average
Salery Averape mmbdey Mat eviale . Services
Vho £ r’:’.'o‘f  : g‘m :"‘ll X of ‘-v Porms, Jmtors, Travel, phom,
Deseript fon Bxplawmt fon Swolved fn utor(:)‘ .,B ::(:; :.I .'u&-;'::' Semele. e ki d
of Actsviry of Activity this Activity? fnvolved this sx iviry per st dvity Vo 7 Coot Vhat t Com
Initial Miutwn'o 1teled U $12.00/hr, . . t T | -
Orientation ond procedires are jod .:;:rbu et g
Jorwally {ntndaud Speoialist
to mev aployes. K50 Specialies | 832,00/, .25 wr.
Department Bead § $30.00/nr, 28 hr,
Persormel Bead | $10.00/%, 36 hr.
Sew Bwployee 8 8.00/nr, 800 k.

7. In column #6, record the number of new employees that the
activity affects or impacts. For example, orientation and
formal classroom training sessions may involve 30 new
employees while on-the-job training may only involve 1l
employee working with his or her supervisor.

Devalopmens Com s pat

Average
Sslary Average mabder Mat evials . Services
Tt e of tine spoent of mv Torss, latess, Travel, phom,
Vho Se prircipal ‘| by primcipel eploysee samels, etc. ®c,
Descript ion Explamtdon fmwwolved $n sctor(s) sz or(s) on tmpact od
of Aczivity of Activity this Activity? snvolved this s diviry per acz ivity Vhe ¥ Cost What t Com
Initial Organisation’s polieied Dwployee $12.00/nr, .25 kr. 20 N ) -
Orientation and procediares are Relations
Jormally introduced Specialist
to nev sployes. R0 Specialist | $12.00/mr. .25 e,
Department Bead | $30.00/hr. 35 .
Peresormel Bead | $30.00/%r. i35 hr,
Bev Bwployss 8 8.00/hr, 200 W,

8. In column #7, list any materfals used in this activity and in
column #8 list the cost of these materials. If no materials
are used, please indicate this by writing "None" in columns #7

and #8.
Developnexe Comt e per,
. Avarsge
Salary Averape mmber Mat arisle . Services
e of tine spent of mv Porms, Jattore, Travel, phom,
Wo fo primipsl ‘| by primcipal apleyees wsamasls, Ste. ac.
Descript ion Explemt ion favolved 10 actor(e) aczor(s) on apect od
of Axtvity of Activity this Activity? favolved this acz ivizy per s fvity Vas ? Cost What ¥ Com
Initiol M{uﬁn ‘e policied Bwployes $32.00/mr. 28 b, 20 mauale | $5.00 ea. -
Orientation and procedures are Melations rpuq 4] =80
formally mmd Speotaliet T100.58
50 nev swployse. B0 Specialtst | $13.00/nr. .85 N, s}
Dbopartment Boad | $30.00/nr. .05 e, :;:2 ¢ 102.50 a.
Poroonmel Bead | $30.00/%. 95 W, tnforma- | ¥60.00
Sov Bployes | ¢ 0.00/r. 500 M. sion
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8. In column #9, list any services used to accomplish this
activity and in column #10 record the cost of these services.
If no services are used, please indicate this by writing
"None" in columns #8 and #10.
Development Comt o por,
Average
Salary Average mmbder dat eviale Bervices
rete of tine opent of mv Forms, latters, Travel, phore,
¥ho s primipel ‘| by priscipsl enployess sarusls, otc. «e.
Descrigt fon Explamt ion fmwolved in actor(a) st or(e) on tapact od
of Act ivity of Activity this Activity? $nvolved this sz ivity per st dvity Vhe ? Cost Vhat? Com
Inttial Organisation’s policied BPrployes $12.00/h», <25 hr, 30 manuale | $5.00 ea.| Bome Rone
Ortentation and procedures are Relations (polioy 8| = 20
Jormally introduosd Specialist prooe- 1
to nev exployes. 20 Specialiet | $12.00/%=. .25 e dures)
Department Beod | £30.00/hr. .25 hr, haatth & §2.00 ea.
Persomnsl Bead | $18.00/%, o35 hr. informa- | $40.00
Sov Buployes 8 8.00/r, 2,00 K. tion
END OF FORM #4, GO ON TO GRAPH #1
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GRAPH #1: CHANGE IN PRODUCTIVITY DUE TO PENDING SEPARATION

OF

Introduction: This graph is intended as a way to assess the

change in productivity (if one occurred) an average employee

exhibits prior to leaving the organization. You will need to
complete two different graphs: one for voluntary and one for
involuntary separation.

Instructions:
l. Indicate the type of separation that the change (n
productivity is being plotted for by circling elther
voluntary or involuntary at the top of the graph.

2. Fill in the blank indicating the position of interest.

3. Think about the following questions:

a. How did the percentage of productivity for the r
employee vary across time prior to exit?

b, How long was the pre-exit, post-decision to separate
time period (e.g., was there any noticeable change in
productivity prior to official notice of intention to
separate)?

¢. What percentage of performance was the employee
exhibiting on the day just prior to exit from the
organization?

4. Assume that the employee in question was at standard
performance prior to the decision (by the organization or
the employee) to separate from the organization and that
on the day of departure from the organization, the
productivity of this employee was 0% of standard ]
performance.

5. An example of a productivity plot is given below.
. . ‘ ] . . | IA o sl

o "‘Wl (staifird - .|
\ perfornsnce)
yok z
, N ,
: \ oot o
J ot
' I
H (73 gor '
\ . STANDARD b
sof  MERTOMAKCE b
. | 9
- \ s 1
! 8
!
: 205
$
f 108 , i
. I i "
' . - - N 1
MO 213 12 11 10 o of o7 b o5 b o) o2 33 D . ‘

(peraon hos left i
wmrxs ’:umluum) '

6. Now please plot the productivity "curve” or "l{ne" on the
attached graph.

END OF GRAPH #1, GO ON TO GRAPH #2 i
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GRAPH #2: PERCENTAGE OF TRAINER'S TIME SPENT WITH

Introduction: This graph will be used to estimate the percentage
of time a trainer spends in developing an employee (excluding

) classroom training). A trainer is defined as anyone who spends a
portion of their work-day {n helping to develop an employee's job

DY,

-

y capabilities (e.g., a supervisor, a co-worker, etc.). The

& employee in question can be a "new" employee or an employee who (s

8 being developed so as to be promoted to a new postion within the

organization,
@
Instructions:

R 1. Fill in the blaenk indicating the position of interest.
(Remember, if this is a non-entry level position, you will
need to complete graphs for all positions which the

< {ndividual holds in order to "grow" into the position in

N e question).

. 2. Fill in the blank indicating the trainer's title. (A

A separate graph must be used to plot the time that each

§ trainer spends with the employee in question, if more than

.. one person serves as "trainer").

K

3. Please indicate on the lower axis what the scale of "time"
will be (weeks, months, days).

4. Assuming that the employee has just entered the position
in question, think about the following questions:

e a. What percentage of the trainer's work week/day is
normally spent training an employee in the position in
question over the course of his or her training

; period? (This percentage may vary over time).

3 b. In terms of this trainer's involvement, how long was

R the training period for an employee in the position in

: ® question?
2 S. An example of how one person plotted this percentage of
: time is given below:
X B of Smpereten®s Thee Syem Wotatn Bev Mpdopee ]
v a | } '
B . .
2 - - |
o n |
-
- : - =
—t—
Y - T,
: - e
A e s & b » o s w0
" -—
_d 6. Please plot the "line" or "curve" which depicts the percentage
< of the trainer's time devoted to training an employee {n the
-, position {n question.
o END OF GRAPH #2, GO ON TO GRAPH #3
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GRAPH #3: PERCENTAGE OF STANDARD PERFORMANCE ATTAINED BY ________
DURING TRAINING PERIOD

Introduction: This graph will be used to obtain an estimate of
the amount of time that it takes an average new employee or an
employee who has just been promoted to a new pos{tion to reach a
standard level of performance for that position.

Instructions:

1. Fill in the blank indicating the position to be studied.
(Remember, if this is a non-entry level position, you will
need to complete graphs for all positions which the
individual holds before he or she reaches this position;
{.e., all other positions lower than this one {n the
career ladder of the organization).

2. Please indicate on the lower axis what the scale of "time"
will be (weeks, months, days).

3. Assuming an employee has recently entered the organization
at this position or has recently been promoted to this
position, think about the following questions:

a. What was the percentage of standard performance for
the position In question at which the new employee or
recently promoted employee began work?

b. How did this percentage vary over his or her
on-the-job training period?

¢. How long did it take him or her to reach standard
performance?

4. An example of how one person used the above information to
plot this percentage of standard performance curve is
given below:

L 4 X 4
o :
[ ] £

”
- :
- |
- va -
- 2 :
- /, !
- 4
= "
L P
(I I B N D Y S S SR I O S B
e .

§. Please plot the trainee'’s percentage of standard performance
Pcurve” of line on the attached graph.

END OF GRAPH #3, END OF COST DATA COLLECTION
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APPENDIX B

SUMMARY OF REPLACEMENT COST DATA
FOR GS-11 INDUSTRIAL ENGINEER
COLLECTED FROM SEAL BEACH NAVAL WEAPONS STATION
1984
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APPENDIX C

DATABASE STRUCTURES
AND PROGRAM CODE
FOR REPLACEMENT COST SOFTWARE
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) Structure for database : B:position.dbf

Number of data records : 3

Date of last update : 86/12/85

Field Field name Type Width Dec
1 PNUMBER Character 2
2 POSITION Character 35
3 LOADING Numeric 4 1l
4 SEPCOST Numeric 9 2
5 RECCOST Numeric 9 2
6 SELCOST " Numeric 9 2
7 DEVCOST Numeric 9 2

** Total ** 78

Currently selected database:
Select area - 1, Database in use: B:position.dbf
Index file: B:number.ndx key - pnumber

Alias - POSITION

v
- Structure for database : B:target.dbf
Number of data records : 1l
Date of last update : 83/18/85
Field Field name Type width Dec
1 PNUMBER Character 2
2 PER1 Numeric 3
3 POSl Character 2
4 POS2 Character 2
5 POS3 Character 2
6 POS4 Character 2
7 POS5 Character 2
8 POS6 Character 2
9 POS7 Character 2
10 POS8 Character 2
11 POS9 Character 2
12 PER2 Numeric 3
13 POS21 Character 2
14 POS22 Character 2
15 POS23 Character 2
16 POS24 Character 2
17 POS25 Character 2
18 POS26 Character 2
19 POS27 Character 2
20 POS28 Character 2
21 POS29 Character 2
** Total ** 45
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Structure for database : B:explicit.dbf
Number of data records : 45
Date of last update : 06/06/85
Field Field name Type width Dec
1 PNUMBER Character 2
2 ENUMBER Character 1
3 STEPNO Character 1l
4 ACTIVITY Character 35
5 PEOPLE Character 30
6 RATE_HR Numeric ‘ 6 2
7 HOURS Numeric : 6 2
8 ALLOC - Numeric 6 2
9 MATERIALS Character 25
1@ MCosT Numeric 8 2
; 11 SERVICES Character 25
12 S8CoOsT Numeric 8 2
13 EXPLAN Memo 10
** Total ** 164

Currently selected database:
Select area -~ 1, Database in use: B:explicit.dbf Alias - EXPLICIT

Index file: B:pnumber.ndx key - PNUMBER+ENUMBER+STEPNO

Structure for database : B:element.dbf
Number of data records : 4
i Date of last update : 81/23/85
Field Field name Type Wwidth Dec
1 ENUMBER Character 1
2 ELEMENT Character 20
** Total ** 22
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Structure for database : B:opport.dbf
Number of data records : 7
Date of last update : P6/06/85
Field Field name Type Width Dec
1 PNUMBER Character 2 /
2 ENUMBER Character 1
3 DESCRIPT Character 35
4 RATE_HR Numeric 6 2
S5 HOURS_UNIT Numeric 5 1
6 PO Numeric 3
7 Pl ] Numeric 3
8 P2 Numeric 3
9 P3 Numeric 3
10 P4 Numeric 3
11 p5 Numeric 3
12 Pé6 Numeric 3
13 p7 Numeric 3
14 P8 Numeric 3
15 P9 Numeric 3
16 Pléo Numeric 3
17 pPll Numeric 3
18 Ppl2 Numeric 3
** Total ** 89

Currently selected database:
Select area - 1, Database in use: B:opport.dbf Alias - OPPORT
Index file: B:pnum.ndx key - PNUMBER+ENUMBER
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* MENU.PRG -~ Replacement cost menu

@ USE Position INDEX Number
SELECT 2
USE Target
SELECT 3
USE Explicit INDEX Pnumber
SELECT 4
) USE Element
SELECT 5
USE Opport INDEX Pnum
SET TALK OFF
SET HEADING OFF
SET SAFETY OFF
¢ STORE DTOC(DATE()) TO cdate
DO WHILE .t.
option="
CLEAR
2,65 SAY cdate
4,25 SAY 'REPLACEMENT COST MENU'

8,15 SAY 'l. Work with position descriptions'

9,15 sAY '2., Establish career ladders for target positions'
10,15 saY '3. Enter explicit replacement cost information'
11,15 sAY '4. Enter opportunity replacement cost information®
12,15 SAY '5. Change or delete existing cost data'

13,15 saY '6. Print separation cost data'
14,15 saY '7. Print recruitment cost data’
15,15 saYy '8. Print selection cost data'
16,15 SAY '9., Print development cost data'
17,15 SAY '@. Print replacement cost summary'
19,15 SAY '<RETURN>=Exit'

X 22,15 SAY 'ENTER ONE OF THE ABOVE' GET option

® READ
SET MENUS ON
DO CASE

CASE option='l"
DO Menul
CASE option='2"'
DO Menu2
CASE option='3"
DO Menu3
CASE option='4"
DO Menu4
CASE option='5"
DO Menu5
CASE option='6"
DO Menué
CASE option='7"
DO Menu?
CASE option='8'
DO Menus8
r CASE option='9"
DO Menu9
CASE option='¢g"’
DO Menuf

RO DDODEOEDEDEDD®EDD
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CASE LEN (TRIM(option))=0
: SET TALK ON
® CLOSE DATABASES
SET MENUS OFF
RETURN
ENDCASE
ENDDO
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* Menul.PRG -~ Program to work with position descriptions

SELECT 1
GO TOP
IF EOF()
APPEND BLANK
ENDIF
BROWSE FIELDS Pnumber,Position
COUNT TO del FOR DELETE()
IF del>0
PACK
ENDIF
GO TOP

mload=Loading
@ 1,1 SAY 'Enter loading for employee benefits ' GET mload PICTURE '99.9'

READ

REPLACE ALL Loading WITH mload

print=' "'

@ 3,1 SAY 'Print list of positions (Y/N)? ' GET print PICTURE '!'
READ

IF print='Y'
SET MARGIN TO 15
SET PRINT ON
SPACE(l@)+'List of positions as of '+cdate

'No. Position Description ’ Loading
b v o o o o = = = - - = T = - Tm - = e - o - - -

GO TOP

DO WHILE .NOT. EOF()
? Pnumber+' '+Position+’ '+STR(Loading,4,1)
SKIP

ENDDO

SET MARGIN TO @

EJECT

SET PRINT OFF

RETURN

") ) ) sy
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* Menu2.PRG -- Program to establish career ladders for target positions

DO WHILE .t.
SELECT 1
CLEAR
tnunm="'
? SPACE(25)+'Establish career ladders'

?
DISPLAY OFF Pnumber,Position ALL
@ 21,40 SAY 'Work with which target position?'
@ 22,40 SAY 'Enter a number listed above' GET tnum
@ 23,40 SAY 'Hit <RETURN> to exit'
READ
IF LEN(TRIM(tnum))=0
RETURN
ELSE
FIND &tnum
IF EOF ()
LOOP
ENDIF
-ENDIF
CLEAR
°k= 1 L}
? ' Establishing career ladder for: '+Position
@ 3,1 SAY 'Want to proceed (Y¥/N)? ' GET ok PICTURE '!'
READ
IF ok<>'Y!
Loop
ENDIF
SELECT 2
SET FILTER TO Pnumber=tnum
GO ToOP
IF EOF()
APPEND BLANK
REPLACE Pnumber WITH tnum
ENDIF
BROWSE FIELDS POS1,P0OS2,P0S3,P0S4,P0S5,P0S56,P0S7,P0S8,P0S9
SET FILTER TO
COUNT TO del FOR DELETE()
IF del>0
PACK
ENDIF
ENDDO

L i . . A . P AP e e N :
e e L T e e ot T g e T L A D
PR - hdiehding ol B PSP T WV VA R RN L NP UPE. TR, P L L (L s




M bl ol A e ok b o i s 4 o v " Ty a2 o 4 r
- o ¥ 24 Lo 7 v
. o ey Ty

* Menu3.PRG ~- Program for entering explicit replacement cost information

® DO WHILE .t.
SELECT 1
CLEAR
pnum="' !
? SPACE(20¢)+'Enter explicit replacement cost information'
-
PS DISPLAY OFF Pnumber,Position ALL
@ 21,40 SAY 'Work with which position?’
@ 22,40 SAY 'Enter a number listed above' GET pnum
@ 23,40 SAY ‘'Hit <RETURN> to exit®
READ
IF LEN(TRIM{pnum))=0
® RETURN
ELSE
FIND &pnum
IF EOF ()
LOOP
ELSE
0 mpos=Position
ENDIF
ENDIF
DO WHILE .t.
CLEAR
? SPACE(13)+'EXPLICIT COST RELATED TO: ‘'+mpos
?
. SELECT 4
enum="' '
DISPLAY OFF Enumber,Element ALL
@ 21,40 SAY 'Cost element?’
@ 22,40 SAY 'Enter a number listed above' GET enum
® @ 23,40 SAY ‘'Hit <RETURN> to exit'
READ
IF LEN(TRIM(enum) ) =0
EXIT
ELSE
LOCATE FOR Enumber=enum
IF EOF()
. LOOP
‘ ENDIF
ENDIF
@ 2,0 CLEAR
? SPACE(25)+Element
SELECT 3
A SET FILTER TO Pnumber='&pnum' .AND. Enumber='genum'
GO BOTTOM
add="' '
mstep=STR (VAL (Stepno)+1,1)
mact=SPACE (35)
mpeople=SPACE (30)
4 STORE 0.60 TO mrate,mhours,matcost,servcost
malloc=1.00
STORE SPACE(25) TO mmat,mserv
@ 6,1 SAY 'STEP NUMBER ' GET mstep PICTURE '9'

v 1
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7,1 SAY 'ACTIVITY ' GET mact

8,1 SAY 'PERSON INVOLVED ' GET mpeople

9,1 SAY 'SALARY RATE ' GET mrate PICTURE '###.44'

@,1 SAY 'HOURS SPENT ON ACTIVITY ' GET mhours PICTURE '##%.%#%"
SAY 'ALLOCATION RATIO ' GET malloc PICTURE ‘###.##'

12,1 SAY ‘DESCRIPTION OF MATERIALS ' GET mmat

13,1 SAY 'COST OF MATERIALS ' GET matcost PICTURE '#¥###.#%#'
14,1 SAY 'DESCRIPTION OF SERVICES ' GET mserv

15,1 SAY 'COST OF SERVICES ' GET servcost PICTURE '#####.4¢"
17,1 SAY 'OK TO ADD (Y/N)? ' GET add PICTURE '!'

PO EPDODAODDHDD®MD
[
-
-
-

IF add='y!
APPEND BLANK
REPLACE Pnumber WITH pnum,Enumber WITH enum,Stepno ;
WITH mstep,Activity WITH mact,People WITH mpeople,Rate_hr WITH mrate,;
Hours WITH mhours,Alloc WITH malloc,Materials WITH mmat,Mcost WITH matcost
REPLACE Services WITH mserv,Scost WITH servcost
ENDIF
more="' '
€ 19,1 SAY 'Another entry related to this activity (Y/N)?' ;
GET more PICTURE '!'
READ
DO WHILE more='Y'
@ 8,0 CLEAR
add="' !
mpeople=SPACE (30)
STORE ¢.00 TO mrate,mhours,matcost,servcost
malloc=1.00
STORE SPACE(25) TO mmat,mserv

@ 8,1 SAY 'PERSON INVOLVED ' GET mpeople

@ 9,1 SAY 'SALARY RATE ' GET mrate PICTURE '###.#%°

@ 10,1 SAY 'HOURS SPENT ON ACTIVITY ' GET mhours PICTURE ‘'###.#%'
€ 11,1 SAY 'ALLOCATION RATIO ' GET malloc PICTURE ‘###.#4'

@ 12,1 SAY 'DESCRIPTION OF MATERIALS ' GET mmat

@ 13,1 SAY 'COST OF MATERIALS ' GET matcost PICTURE "#####.4+%"'

@ 14,1 SAY 'DESCRIPTION OF SERVICES ' GET mserv

€ 15,1 SAY 'COST OF SERVICES ' GET servcost PICTURE ‘####&.#4'

@ 17,1 SAY 'OK TO ADD (Y/N)? ' GET add PICTURE '!'

READ

IF add='y'
APPEND BLANK
REPLACE Pnumber WITH pnum,Enumber WITH enum,;

|.:.
o

Stepno WITH mstep,Activity WITH mact,People WITH mpeople,Rate_hr WITH ;
A mrate,Hours WITH mhours,Alloc WITH malloc,Materials WITH mmat
". REPLACE Mcost WITH matcost,Services WITH mserv,Scost WITH ;
7i servcost 1
" ENDIF ]
B more="' '

@ 19,1 SAY 'Another entry related to this activity (¥Y/N)? *;
. GET more PICTURE '!'
~ READ
! d ENDDO
: ENDDO
SET FILTER TO

ENDDO
. RETURN
- 2
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* Menu4.PRG -- Program to enter opportunity cost data

DO WHILE .t.
SELECT 1
CLEAR
pnum="' !
? SPACE(24)+'Enter opportunity cost data’'
?
DISPLAY OFF Pnumber,Position ALL
@ 21,40 SAY 'Work with which position?'
@ 22,40 SAY 'Enter a number listed above' GET pnum
@ 23,40 SAY 'Hit <RETURN> to exit'
READ
IF LEN(TRIM(pnum))=0
RETURN
ELSE
FIND &pnum
IF EOF ()
LOOP
ELSE
mpos=Position
ENDIF
ENDIF
DO WHILE .t.
CLEAR
? SPACE(13)+*'OPPORTUNITY COST RELATED TO: '+mpos
?

SELECT 4

enum="' "'

DISPLAY OFF Enumber,Element FOR Enumber$'l,4!

@ 21,40 SAY ‘What cost element?'

€ 22,40 SAY 'Enter a number listed above' GET enum
@ 23,40 SAY 'Hit <RETURN> to exit'

READ
IF LEN(TRIM(enum))=0
EXIT
ELSE
IF .NOT. enum$'l, 4’
LOOP
ENDIF
k- ENDIF
e SELECT 5
Dy CLEAR
- ? SPACE(20)+'ENTER THE OPPORTUNITY COSTS'
KoL ? SPACE(20)+'COST RELATED TO: ‘'+mpos
[ Bad ?
A ?
e TEXT
- Opportunity costs are represented by curves. These may be
e learning curves, trainer's time spent with a person in a new
- position, or lost productivity due to separation. 1In the case
!' of the trainer's time curve, the cost is represented by the area
- below the curve. The percentages for the other curves will have
to be subtracted from 168% before you can enter them. The curve should
be divided into 12 equal segments (or units) and those points should
1~ 1
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be entered below. Note that 70% is entered as 76, 1In the case
where training for a position is over and 100% efficiency has not
been reached, enter -1 for the first point after end of training.
ENDTEXT
STORE 6 TO s0,sl,s2,s3,s4,s5,56,s7,s8,s9,s10,s11,s12
desc=SPACE (35)
rate=0¢.060
unit=0.90
@ 16,5 SAY 'Description of graph: ' GET desc
@ 17,5 SAY 'Rate per hour: ' GET rate PICTURE '###.#%4%' |
@ 17,33 SAY 'Hours per unit (segment): ' GET unit PICTURE 's##.4'
z=0
DO WHILE 2<13
a=5+(9*z)
b=19
IF a>60
a=a-54
b=21
ENDIF
IF 2<190
w=STR(z,1)
ELSE
a=a-1
w=STR(z,2)
ENDIF
point="'s&w’
@ b,a SAY '&w.:' GET &point PICTURE ‘'###'
z=z+1
ENDDO
READ
good="' '
@ 23,5 SAY 'Do you want to add this (Y/N)?' GET good PICTURE '!'
READ
IF good='Y"'
APPEND BLANK
REPLACE Pnumber WITH pnum,Enumber WITH enum,Descript WITH desc,;
Rate_hr WITH rate,Hours_unit WITH unit,P@ WITH s@,Pl WITH sl,;
P2 WITH s2,P3 WITH s3, P4 WITH s4,P5 WITH s5,P6 WITH s6,P7 WITH s7
REPLACE P8 WITH s8,P9 WITH s9, Plﬂ WITH sl@, Pll WITH sll P12 WITH sl2
ENDIF
ENDDO
ENDDO
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* Menu5.PRG -- Program to change or delete existing data

® DO WHILE .t.
CLEAR
ctype="' ‘°
DO WHILE .NOT. ctype § '1,2°
@ 15,15 SAY 'Edit explicit or opportunity costs?’
@ 16,15 SAY 'Enter <1> for explicit or <2> for opportunity ' GET ctype
[ @ 28,15 SAY 'Hit <RETURN> to exit'
g READ
IF LEN(TRIM(ctype))=0
RETURN
ENDIF
ENDDO
® DO WHILE .t.
SELECT 1
CLEAR
pnum="' ‘'
? SPACE(25)+'EDIT EXISTING COST DATA'
?
L4 DISPLAY OFF Pnumber,Position ALL
’ @ 21,40 SAY 'Work with which position?'
@ 22,40 SAY 'Enter the number listed above' GET pnum
@ 23,40 SAY 'Hit <RETURN> to exit'
READ
IF LEN(TRIM(pnum))=0
® EXIT
ELSE
FIND &pnum
IF EOF ()
LOOP
ELSE
L mpos=Position
ENDIF
ENDIF
DO WHILE .t.
CLEAR
? SPACE(20)+'COST RELATED TO: ‘'+mpos
?
SELECT 4
enum="' '
DISPLAY OFF Enumber,Element ALL
. @ 19,48 SAY 'Cost element?’
@ 20,40 SAY 'Enter a number listed above' GET enhum
| - @ 21,40 SAY 'Hit <RETURN> to exit'
. READ
IF LEN(TRIM(enum))=0
EXIT
ENDIF
x IF ctype='1"
K SELECT 3
ELSE
SELECT S
ENDIF
SET FILTER TO Pnumber=pnum .AND. ENUMBER=enum
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GO TOP
IF EOF ()
WAIT ‘No cost entries meet conditions set. Press any key
to continue.’
ENDIF
BROWSE
SET FILTER TO
COUNT TO del FOR DELETE()
IF del>@
PACK
ENDIF
ENDDO
ENDDO
ENDDO
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* Menu6.PRG -- Program to print separation cost data

SELECT 1
DO WHILE .t.
CLEAR
pnum="' ‘'
? SPACE (25)+'PRINT SEPARATION COST DATA'
?

DISPLAY OFF Pnumber,Position ALL
@ 21,40 SAY 'Print data for which position?'
@ 22,40 SAY 'Enter a number listed above' GET pnum
@ 23,40 SAY 'Hit <RETURN> to exit'
READ
IF LEN(TRIM(pnum))=0
RETURN
ELSE
FIND &pnum
IF EOF ()
LOOP
ELSE
l1=Loading
EXIT
ENDIF
ENDIF
ENDDO
SET PRINT ON
SPACE(10)+'Separation costs for '+TRIM(Position)+' as of '+cdate

'EXPLICIT LABOR COSTS:'

LVAR VRV VIV

‘Activity People involved
Rate Hours Cost’
L}

SELECT 3

enum="'1"

FIND &pnum&enum

s='p’

c=0

DO WHILE Pnumber=pnum .AND. Enumber=enum ,AND. .NOT. EOF ()
sub=Rate_hr*Hours
IF s<>Stepno

?
ENDIF
? Activity+' ‘'+People+' '+STR(Rate_hr,6,2)+' '+STR(Hours,6,2);
+' '+STR(sub,8,2)
s=Stepno
c=sub+c
SKIP
; ENDDO
o ?
! ? 'TOTAL EXPLICIT LABOR COSTS:'+SPACE(57)+STR(c¢,9,2)
?
?
? 'OPPORTUNITY LABOR COSTS:'
N 1
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SELECT 5
FIND &pnum&enum
cost=0
u=g
DO WHILE Pnumber=pnum .AND. Enumber=enum .AND. .NOT. EOF()
cost=0
u=g
DO WHILE u<1l2
DO CASE
CASE u<9
v=STR(u,1l)
w=STR(u+l,1)
CASE u=9
v=STR(u,l)
w=STR (u+l,2)
CASE u>9
v=STR(u,2)
w=STR (u+l,2)
ENDCASE
sub= (P&v+P&w) *Rate_hr*Hours_unit/200
cost=cost+sub
u=u+l
ENDDO
SKIP
ENDDO
? ' Pre-separation opportunity cost (see graph):'+SPACE(38)+STR(Cost,9,2)
?

? "TOTAL LABOR COST (unloaded):'+SPACE(56)+STR(c+cost,9,2)

lcost=(100+1)*(c+cost) /100
?

? 'TOTAL LABOR COST (benefits loading = '"+STR(1,4,1)+'%)'+SPACE(41)+;
STR(lcost,9,2)
? SPACE(84)+'~cmmcmma- '
?
?
? 'MATERIALS AND SERVICES:'
?
? 'Activity Description Cost'
? Y e e o o S = - - - - - - - - -—mm- - - - - - - - -~ e - - -
SELECT 3
FIND &pnum&enum
k=0
DO WHILE Pnumber=pnum .AND. Enumber=enum .AND. .NOT. EOF ()

IF Mcost>@

? Activity+' ‘'+Materials+' ‘'+STR(Mcost,9,2)
ENDIF
IF Scost>0
? Activity+' ‘'+Services+' '+STR(Scost,9,2)

ENDIF

k=k+Mcost+Scost

SKIP
ENDDO
?
? 'TOTAL MATERIALS AND SERVICE COST:'+SPACE(51)+STR(k,9,2)
?

-------------- AR AR
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?

? "TOTAL SEPARATION COST"+SPACE(62)+STR(R+1COSt 9,2)
? SPACE (84 )+ 'lzzzz=ss==x'

SELECT 1

REPLACE Sepcost WITH k+lcost

EJECT

SET PRINT OFF

RETURN
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* Menu7.PRG -- Program to print recruitment costs

SELECT 1
DO WHILE .t.
CLEAR
pnum=' ‘'
? SPACE(25)+'PRINT RECRUITMENT COST DATA'
?
DISPLAY OFF Pnumber,Position ALL
@ 21,40 sAY 'Print data for which position?'
@ 22,40 SAY 'Enter a number listed above' GET pnum
@ 23,40 SAY 'Hit <RETURN> to exit'
READ
IF LEN(TRIM(pnum))=0
RETURN
ELSE
FIND &pnum
IF EOF()
LOOP
ELSE
l=Loading
EXIT
ENDIF
ENDIF
ENDDO
SET PRINT ON

? SPACE(10)+'Recruitment costs for '+TRIM(Position)+' as of '+cdate

?

? 'EXPLICIT LABOR COSTS:'

?

?2 'Activity People involved ;
Rate Hours Alloc. Cost'

r N Ty iy gy g g gy g g S et ittt T D :

__________________________ []

SELECT 3

enum="'2"

FIND &pnum&enum

s='0"'

c=g

DO WHILE Pnumber=pnum .AND. Enumber=enum . AND. .NOT. EOF ()
sub=Rate_hr*Hours*Alloc
IF s<>Stepno

- ?

'] ENDIF

& ? Activity+' ‘'+People+' '+STR(Rate_hr,6,2)+' '+STR(Hours,6,2);

- +' ‘'+STR(Alloc,6,2)+' ‘'+STR(sub,8,2)

F' s=Stepno

e c=sub+c

I SKIP

. ENDDO |

e ?

h . ? 'TOTAL EXPLICIT LABOR COSTS (unloaded):'+SPACE(54)+STR(c,9,2)

nv lcost=(10@+1)*c/100

- ?

i ? 'TOTAL LABOR COST (benefits loading = '+STR(1,4,1)+'%) '+SPACE(49)+;
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STR(lcost,9,2)
? SPACE(92)+4'===cmmmm= '

'MATERIALS AND SERVICES:'

'Act1v1ty Description Cost'
SELECT 3
FIND &pnum&enum
k=0
DO WHILE Pnumber=pnum .AND. Enumber=enum .AND, .NOT. EOF ()
IF Mcost>0
? Activity+' ‘'+Materials+' ‘'+STR{(Mcost*alloc,9,2)
ENDIF
IF Scost>0
? Activity+' ‘'+Services+' '+STR(Scost*Alloc,9,2)
ENDIF
k=k+ (Mcost+Scost) *Alloc
SKIP
ENDDO

W) ) ) e ) Y

'TOTAL MATERIALS AND SERVICE COST:'+SPACE(59)+STR(k,9,2)

LV I VIS e

? 'TOTAL RECRUITMENT COST' +SPACE (69)+STR(k+1lcost,9,2)
? SPACE (92)+ fazzs==z=2=="

SELECT 1

REPLACE Reccost WITH k+lcost

EJECT

SET PRINT OFF

RETURN
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* MenuB8.PRG -- Program to print selection costs

SELECT 1
DO WHILE .t.
CLEAR
pnum="' '
? SPACE(25)+'PRINT SELECTION COST DATA'
?
DISPLAY OFF Pnumber,Position ALL
@ 21,40 SAY 'Print data for which position?’
@ 22,40 SAY 'Enter a number listed above' GET pnum
@ 23,40 SAY ‘'Hit <RETURN> to exit'
READ
IF LEN(TRIM(pnum))=0
RETURN
ELSE
FIND &pnum
IF EOF ()
LOOP
ELSE
l=Loading
EXIT
ENDIF
ENDIF
ENDDO
SET PRINT ON
SPACE(l@)+'Selection costs for '+TRIM(Position)+' as of '+cdate

'EXPLICIT LABOR COSTS:'

) N W) )

'Activity People involved
Rate Hours Alloc. Cost'
]

SELECT 3
enum="'3"
FIND &pnumé&enum
s=|g|
c=4
DO WHILE Pnumber=pnum .AND. Enumber=enum .AND. .NOT. EOF{()
sub=Rate_hr*Hours*Alloc
IF s<>Stepno
?

ENDIF
? Activity+' ‘'+People+' '+STR(Rate_hr,6,2)+' '+STR(Hours,6,2);
+' '+STR(Alloc,6,2)+' '+STR(sub,8,2)
s=Stepno
c=sub+c
SKIP
ENDDO
?
? 'TOTAL EXPLICIT LABOR COSTS (unloaded):'+SPACE(54)+STR(c,9,2)
lcost=(1060+1)*c/100
?
? 'TOTAL LABOR COST (benefits loading = "+STR(1,4,1)+'%)'+SPACE(49)+;
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STR(lcost,9,2])
SPACE(92)+'

*MATERIALS AND SERVICES:'

"Activity

o ) ) U ) W Y

SELECT 3
FIND &pnuméenum
k=0

DO WHILE Pnumber=pnum .AND. Enumber=enum

IF Mcost>®

? Activity+'
ENDIF
1IF Scost>@

? Activity+'
ENDIF
k=k+(Mcost+Scost)'Alloc
SKIP

ENDDO

'+Materials+'

‘+Services+'
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Description
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.AND. .NOT. EOF ()

'+STR (Mcost*alloc,9,2)

'*+STR(Scost*Alloc,9,2)

*TOTAL MATERIALS AND SERVICE COST:'+SPACE(59)+STR(R,9,2)

? 'TOTAL SELECTION COST:'+SPACE(71)+STR(k+lcost,9,2)

=z=z======"'

? SPACE(92)+'
SELECT 1
REPLACE Selcost WITH k+lcost
EJECT

SET PRINT OFF

RETURN
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* Menu9.PRG -~ Program to print development cost data

DO WHILE .t.

SELECT 1
CLEAR
pnum="' '
? SPACE(25)+'PRINT DEVELOPMENT COST DATA'
-
DISPLAY OFF Pnumber,Position ALL
@ 21,40 SAY 'Development costs related to?'
@ 22,40 SAY ‘Enter a number listed above' GET pnum
@ 23,40 SAY 'Hit <RETURN> to exit'
READ
IF LEN(TRIM(pnum))=0

RETURN
ELSE

FIND &pnum

IF EOF ()

LOOP
ELSE
1=Loading

ENDIF
ENDIF
SET PRINT ON
? SPACE(10)+'DEVELOPMENT COSTS RELATED TO: '+TRIM(Position)+' as of °';
+cdate
?

? 'EXPLICIT LABOR COSTS:'
5

?2 'Activity People involved ;
Rate Hours Alloc. Cost'

A ettt Rt T H

__________________________ L}

SELECT 3

enum="'4"

FIND &pnum&enum

s='@"

c=0

DO WHILE Pnumber=pnum .AND. Enumber=enum ,AND. .NOT. EOF()
sub=Rate_hr*Hours*Alloc
IF s<>Stepno

?
ENDIF
? Activity+' '+People+' '+STR(Rate_hr,6,2)+' ‘'+STR(Hours,6,2);
+! '+STR(Alloc,6,2)+' '+STR(sub,8,2)
s=Stepno
c=sub+c
SKIP
ENDDO
?
? 'TOTAL EXPLICIT LABOR COSTS:'+SPACE(65)+STR(C,9,2)
;.‘ ?
- ?
:" ? 'OPPORTUNITY LABOR COSTS:'
N SELECT 5
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FIND &pnumé&enum
cost=0
.DO WHILE Pnumber=pnum .AND. Enumber=enum .AND. .NOT. EOF()

u=y
DO WHILE u<l2
DO CASE
CASE u<9
v=STR(u,l)

Bl o)

w=STR (u+l,1)

CASE u=9
v=S§TR(u,1l)

w=STR (u+l,2)

CASE u>9
v=STR (u,2)

w=STR(u+l,2)

ENDCASE

IF P&v>=0 .AND. P&w>=0

S L T T T TN W r—r—v e Cal
o oy g, A

Sub= (P&v+P&w) *Rate_hr*Hours_unit/200

cost=cost+Sub

' Opportunity learning costs (see graphs):'+SPACE(50)+STR(cost,9,2)

ENDIF
u=u+l
ENDDO
SKIP
ENDDO
?
?

? 'TOTAL LABOR COST (unloaded):'+SPACE(64)+STR(c+cost,9,2)
lcost=(100+1)* (c+cost) /100
?

?

?
?

? 'MATERIALS AND SERVICES:'

?

'TOTAL LABOR COST (benefits loading ='+STR(1,4,1)+'%) '+SPACE(50)+;
STR(lcost,9,2)
? SPACE(92)4'==cccmma

‘Activity
1
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SELECT 3

FIND &pnum&enum
k=0

DO WHILE Pnumber=pnum .AND. Enumber=enum .AND. .NOT. EOF ()

Description

IF Mcost>0
? Activity+' ‘'+Materials+' ‘'+STR(Mcost,9,2)
ENDIF
IF Scost>@
? Activity+' ‘'+Services+' '+STR(Scost,9,2)
ENDIF
k=k+Mcost+Scost
SKIP
ENDDO
?
? 'TOTAL MATERIALS AND SERVICE COST:'+SPACE(59)+STR(k,9,2)
?
?
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. ? 'TOTAL DEVELOPMENT COST:'+SPACE(69)+STR(k+lcost,9,2)
s ? SPACE(92)+'===za===="
3 & SELECT 1
F. REPLACE Devcost WITH k+lcost
X EJECT
: SET PRINT OFF
:‘ ENDDO
R
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* Menud.PRG -- Program to print replacement cost summary

SELECT 2
GO TOP
targ=TRIM(' ')
DO WHILE .NOT. EOF()
targ=targ+Pnumber
SKIP
ENDDO
DO WHILE .t.
SELECT 1
CLEAR
pnum="' '
? SPACE(25)+'PRINT REPLACEMENT COST SUMMARY'
?
DISPLAY OFF Pnumber,Position FOR Pnumber$Targ
@ 21,40 SAY 'Cost for which target position'
@ 22,40 SAY 'Enter a number listed above' GET pnum
@ 23,40 SAY 'Hit <RETURN> to exit'
READ
IF LEN(TRIM(pnum))=0
RETURN
ELSE
FIND &pnum
IF .NOT. pnumSTarg
LOOP
ELSE
EXIT
ENDIF
ENDIF
ENDDO
SET PRINT ON
SET MARGIN T0 7
'REPLACEMENT COST SUMMARY FOR '+TRIM(Position)+' AS OF '+cdate

'Cost element
]
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‘'Separation cost'+SPACE (48)+STR(Sepcost,9,2)
mtotal=Sepcost

?

SELECT 2

LOCATE FOR Pnumber=pnum

recruit=p0S1

SELECT 1

FIND &recruit

? 'Recruitment cost'+SPACE(47)+STR(Reccost,9,2)
?

? 'Selection cost'+SPACE(49)+STR(Selcost,9,2)
?

mtotal=mtotal+Reccost+Selcost

u=1l

DO WHILE u<le

v=STR(u,l)
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SELECT 2
t=POS&V
L IF tO
4 SELECT 1
b FIND &t
? 'Development Costs -- '+Position+SPACE (7)+STR(Devcost,9,2)
mtotal=mtotal+Devcost
ENDIF
o u=u+l
h ENDDO
[ ?
?
, ? 'TOTAL'+SPACE(58)+STR(mtotal,9,2)
? SPACE(63)+'=z=zz==zxz=x="
' | EJECT
SET MARGIN TO @
b SET PRINT OFF
RETURN
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